TRELOAR TRUST

JOB DESCRIPTION

Post:


Personal Assistant
Location:

Campbell Court
Responsible to:
Domiciliary Care Manager 
Main Purpose of Job:

To provide 24 hour Core support to the 7 tenants residing in the Campbell Court accommodation - to plan and organise their care support and to develop their independence skills. To support and prepare tenants for moving on to future independent living options.
Key Tasks

Special responsibility 
· To encourage tenants to do as much as possible for themselves by guiding and assisting them. Help tenants to identify the assistance they require to enable them to live as independently as possible. Help tenants to assume responsibility for their own development. This will encompass all aspects of everyday living. 
· Support tenants to work on independent living goals, in line with their identified outcomes. This may include attending college, volunteering or seeking employment.  
· Provide personal care to a high standard

· Assisting with prescribed medication, in line with Treloar procedures and Guidelines

· Encourage and arrange the support that tenants require to organise their care routines and/or independence training and seek to develop relationships which will aid tenants towards greater maturity and independence.

· Support tenants with personal budgeting, benefits i.e. Housing, PIP, ESA etc. managing their Direct Payments effectively. 

· Support tenants in maintaining relationships with families, carers and friends. Work alongside Private PA’s. 
· Develop skills in basic counselling, behaviour management and dealing with social and emotional problems.  Any major difficulties in these areas must be undertaken in close consultation with the Domiciliary Care Manager. 
· Support tenants to engage and effectively communicate with all other agencies. Working with other care professionals such as District Nurses, GPs, social workers, equipment suppliers etc. 
· Encourage and enable/support tenants to manage their own health which will include assistance to make and attend medical, dental and specialist appointments and ensure the results are recorded. 
· Ensure a consistent approach from all staff working within the setting by following agreed care plans. 
· Write Care Plans and ensure all care support need reviews and amendments are addressed promptly. Keep up-to date, daily records for each tenant using a standard pro-forma (using the Caresys IT system) in partnership with tenants. 
· To support tenants to care for and maintain their personal equipment, belongings, place of residence and mobility vehicle (if applicable). 
Contact with parents/external agencies:
· Contact with Social Workers and other agencies is sometimes necessary.  The Domiciliary Care Manager and Head of Residential Services should always be informed of such contacts.

· The Personal Assistant will provide information to the Domiciliary Care Manager /Deputy Head of Residential Services who will also usually be present at Annual Reviews and any other meetings concerning the tenant, or may attend meetings on behalf of The Domiciliary Care Manager/ Head of Residential Services.

General Responsibilities:
· Attend staff meetings and  Core meetings as required

· Identify and refer faults/work to the facilities department 
· Risk Assessment.  Identify, create and update individual risk assessments.
· Liaise with the on – call manager for additional support that may be required and at the end of each evening shift.
Supervisory responsibilities

· Carry out routine administration tasks.
· Plan and allocate tasks to ‘Support Assistants ‘in order for the shift or future shifts to run efficiently and meet the tenant’s needs and requirements.  
· Attend meetings and share in discussions and decisions regarding Campbell Court. 

· Report any Health and safety concerns and co ordinate any emergency responses needed. 

Equality and Diversity :-

· To promote good practice in relation to equality and diversity, with both staff and tenants.

Other duties

· To support the Trust in safeguarding and protecting the welfare of all tenants.

· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

· To maintain and develop own professional knowledge and awareness.

· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

This job description will be reviewed and amended in the light of changing professional demands.
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HR Department


Feb 2021
PERSON SPECIFICATION – CAMPBELL COURT

	ESSENTIAL
	DESIRABLE

	Qualifications

· Level 3 Qualification in Care 
· Willing to train to achieve CIEH Level 2 Health and Safety
· Willing to train to achieve Food Handling and Hygiene Certificate
· Willing to train to achieve - Appointed Person First Aid Certificate
	·  Safe Handling of Medicines (SHOM)
· CIEH level 2 Health and Safety 


	Knowledge and Experience:

· Minimum two years care work experience 

· Experience of working with disabled adults 

· Experience of working in a residential setting or supported living environment
· Experience of working in a multi-disciplinary team
· Able to understand or to develop an understanding of the need to maintain and respect confidentiality
· Knowledge of key statutory orders relating to supported living
	

	Skills and Abilities:

· Good written and verbal communication skills
·  Basic Information Technology skills

· A willingness to support the tenants in developing independence skills and self advocacy

· To be able to provide personal care relevant to the tenants needs

· Good organisation and administration skills – able to manage workload and prioritise tasks

· Ability to prepare written reports

· Ability to work alone.
· Ability to support and guide staff in their training and development

· Ability to problem solve and use own initiative and to cope with emergency and difficult situations
	

	Personal qualities:

· A commitment to promoting and safeguarding the welfare of tenants 
· An understanding of issues relating to disability

· Commitment to equal opportunities

· Able to work well under pressure

· Prepared to attend training courses, some of which will be outside normal working hours 
	

	Physical Requirements 

· Constant standing/walking

· Assist tenants with physical programmes  and other activities of daily living

· Pushing wheelchairs

· Moving and handling of tenants by means of mechanical aids

· Manual Handling requirements within MH guidelines
· Requirement for physical effort
	

	Personal Circumstances

· Willing to work a flexible rota, to include alternate weekends.
· Willing to work sleep-in duties as a regular part of the shift pattern. These shifts are 24.5 in total which on average 7 x shifts over a 4 week period.  
	

	Treloar Trust is committed

 to safeguarding children, young people and vulnerable adults

All successful candidates will be subject to a Disclosure and Barring System  Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST'S EQUAL OPPORTUNITIES POLICY

If you have not heard from us within 3 weeks of submitting your application please assume you have not been short-
