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Redditch Borough Council

Job Description and Person Specification

Job Title:
          Relief Care Support Worker
Directorate:            PLANNING, REGENERATION, REGULATORY AND HOUSING SERVICES
Grade:                     4
Responsible to:
Registered Manager and Care Team Leader
Responsible for:
Delivering care & support services to all tenants within the scheme.
PURPOSE OF THE SERVICE:

PURPOSE OF THE SERVICE: To provide accommodation, care, support, activities and meal services which are designed to ensure quality of life for tenants, whilst enabling them to live as independently as possible in their own homes. We endeavour to create the happiest, safest ‘home for life’ for all our tenants.

PURPOSE OF THE ROLE:

To work closely with the  wider team  to contribute fully to the provision of personal care, support and accommodation services which are designed to ensure quality of life for tenants in accordance with their assessed needs and enable and encourage people to live as independently as possible in their own homes.
KEY TASKS: SPECIFIC
· Under the direction of the management team for St David’s House and Queen’s Cottages carry out duties in line with associated regulations and contract requirements.
· To visit, as required, any tenant living in the Scheme, to check on their well-being and the condition of their accommodation, and to report back as appropriate to the Management team to determine any further action required.

·  To respond to emergency calls when on duty, assess the situation, and if necessary call the senior member of staff, or during the night, call the night wake carer on call support and/or any necessary services.

· To provide general support to the tenant as part of a caring, integrated team, liaising with other colleagues and services as necessary.

· To report any faults with the alarm system, and to report any repairs on behalf of the tenants to the manager.

· To undertake support tasks on behalf of individuals, such as cleaning, light cooking, laundry and ironing taking account of the tenant’s risk assessments, Care Plan and preferences. 


· To undertake personal care such as dressing and washing tenants, in a way which is sensitive to their dignity and privacy, promotes their independence and respects their choices.

· To interact socially with tenants to ensure a supportive, homely atmosphere in the Scheme where tenants can achieve maximum independence, including talking to tenants, helping them to maintain contact with family, friends and community, encouraging participation in social activities and assisting with shopping and recreation.

· In accordance with relevant policies and procedures, handle routine financial matters, e.g. shopping, luncheon club, guest room etc. on behalf of the tenant.

· In accordance with assessed need and relevant policies and procedures, administer or supervise the administration of medication.

· In the case of an emergency collect or deliver prescriptions on behalf of the tenant.

· To carry out regular checks on Lifeline equipment and report any faults to appropriate person.

· To maintain any records as required, e.g. individual tenants care plans, risk assessments and MARS sheets .
· Under the supervision of the management team to act as key worker for named tenants, to take a lead responsibility for drawing up, monitoring and reviewing their care plan, to give personal advice and counselling, practical help, financial/benefits advice, to act as link person with colleagues within the Scheme and other agencies and to monitor appropriate standard of accommodation and repair within the Scheme.

· Assist with the collection and delivery of meals to tenants, support with eating or the preparation of meals as required.
· Support customers in meeting cultural and spiritual needs and in expressing their identity.
· Enable and support customers to participate in their community.

· To be available at flexible times, by agreement as appropriate.

· To attend and participate fully in relevant training courses, staff Appraisal schemes, team meetings and staff development programmes when these are made available and recommended by the management team.

· To maintain professional standards of conduct, integrity, performance and personal appearance, and to be committed to the extension and improvement of professional service delivery and customer care.

· To deliver services in accordance with policies and procedures including Health and Safety, Medication, Confidentiality, Equality of Opportunity, Record Keeping.
· To adhere to the Code of Conduct for Adult Social Care Workers at all times.
GENERAL DUTIES:
· To ensure efficiency, effectiveness and equality in service delivery. 

· To exercise proper integrity and respect of confidential matters and personal information obtained during the execution of the duties of this post. 

· To reflect the Council’s core values and objectives in undertaking the duties of this post. 
· To provide outstanding customer services to all customers, colleagues, elected Members etc in line with the “Every Customer, Every Time – Everybody Matters” strategy.  In particular by building trust, taking responsibility and assuming ownership of issues, actively listening, communicating with empathy and being flexible and adaptable to meet the needs of others.
· To understand and comply with the legal requirements of the Health and Safety at Work, etc. Act 1974 and any other relevant regulations as detailed in the Council’s Health and Safety Policy Statement. 

· To carry out duties and responsibilities under the Data Protection Act 1998; in particular, to take all reasonable care that no unauthorised loss or disclosure of personal data occurs.
· To undertake such other reasonable duties as may be requested. 
· To ensure the Councils 6 strategic purposes are met:

              ( Keep my place safe and looking good;

              ( Help me run a successful business;

                         ( Help me (back) to be financially independent;

                    ( Help me live my life independently;
                         ( Help me find somewhere to live in my locality;

                         ( Provide good things for me to do, see, and visit;

STATEMENT:

All duties and responsibilities outlined are intended to be an indication of the scope and nature of the post, and are subject to review from time to time.
PERSON SPECIFICATION:
The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

Knowledge and Experience
	
	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	1. 
	Proven experience of providing support and personal care services in any setting for Older People.
	E
	1 & 2

	2. 
	Demonstrate an awareness of the needs of older people.
	E

	1 & 2

	3. 
	Experience of administering medication

	E


	1 & 2

	4. 
	Experience of record keeping and maintaining records
	E


	1&2


Qualifications and Professional Memberships

	
	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	1. 
	Hold or train towards a Level 2 Diploma in Health and Social Care within 6 months.
	E
	1, 2 & 4

	2. 
	medication administering certificate or willing to work towards it
	E
	1,2,& 4

	3. 
	To have completed the Care Certificate or willing to undertake this within 3 months of starting the post
	E
	1, 2 & 4


Job Specific Skills, Behaviours and Personal Attributes
	
	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	1. 
	To be able to carry out moving and handling duties.
	E
	2

	2. 
	Ability to deal effectively with emergency situations.
	D
	2 

	3. 
	Ability to identify priorities when there are conflicting demands.
	D
	2

	4. 
	Ability to maintain clear and accurate records to a good standard of English and have good verbal communication skills.
	D
	1,2 & 3

	5. 
	Have treated people with dignity and respect, including those from a range of backgrounds.
	D
	2 & 3

	6. 
	Have an understanding of confidentiality and have been trusted with money.
	D
	1 & 2

	7. 
	Ability to work as part of a team 

	E 
	1 & 2

	8. 
	Ability to work unsupervised in customer’s homes according to planned support, customer’s needs & preferences 
	E 
	1 & 2

	9. 
	Ability to be sensitive & empathise with customers 
	E 
	1 & 2

	10. 
	A positive attitude 

	E 
	1 & 2

	11. 
	Ability to use initiative 

	E
	1 & 2


