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JOB DESCRIPTION


1.
MAIN PURPOSE OF JOB:

The job comprises X days in the office assisting the manager with the administration of the project.  This will include supervising staff and maintaining office records, banking procedures and staff rotas, particularly in the manager’s absence.  It will also entail assessing new clients and carrying out well-being assessments. The role will require you to work in the field with clients either as a regular part of your job or to cover for staff absences. This role will have the same remit as a support worker  working with clients providing practical help and emotional support to enable them to remain in their own homes. This role will be carried out in accordance with the job description of a Home Support Worker.
2.
DIMENSIONS OF ROLE:


Friends of the Elderly’s services are integrated with one another to allow us to support people as their needs change. We currently have 14 Care Homes, 8 Community Services and Supporting Friends, our welfare grant giving service.
Approximately 500 people receive residential, nursing and specialist dementia care in our 14 care homes and there are approximately 300 community day care places available in our 3 day clubs. Approximately 400 hours of home support services from our 3 home support services enable older people to continue living independently

Over 80 volunteers make home visits or telephone our beneficiaries through our Visiting and Phoning Friends services. 

Supporting friends disburses one - off and regular grants to individuals in need as well as providing grants to small groups.
3.
WORKING RELATIONS:

3.1. Internal –Home Support Manager, the team of Home Support Workers, Central Office staff.

3.2. External – Clients, voluntary organisations, relatives, carers, Statutory Service staff.  

4.
KEY OBJECTIVES:

Senior Support worker’s responsibilities

To take decisions and authorise actions in the manager’s absence liaising with the Deputy Director of Community Services

To assess clients and monitor their progress. 

To ensure that the office administration procedures are maintained.

To assist the manager in the supervision of staff and supervise in her absence.

To cover for Home Support Workers’ absences by taking on their clients according to the Home Support Worker’s job description as outlined below.
To ensure that all monies are collected, recorded and banked

To adapt hours of working to fit the needs of the project which operates between 9am and 5pm, Monday to Friday

5.
RELATED TASKS:
5.1
To act at all times in accordance with Friends of the Elderly policies and procedures.

5.2
To report any accident or loss to the manager and record appropriately.

5.3
To report complaints to the manager and record appropriately.

5.4
To attend Home Support Service meetings.

5.5
To report any suspicions of abuse to your line manager.

5.6
To undertake personal care duties as well as any other duties, within your area of competence, as required by the manager.

5.7
To be aware of safety and security at all times.

5.8
Accurately report mileage undertaken according to the financial policy.
5.9
Be responsible for the collection of payment for the service from clients and record accurately.

4.
KEY RESPONSIBILITIES OF HOME SUPPORT WORKER

4.1. To perform necessary domestic duties such as cleaning, shopping and pension collection

4.2. To escort clients on outings to encourage mobility, independence, choice and social inclusion.

4.3. To support the client emotionally through active listening and conversation.

4.4. To ensure that the client makes their own choices and decisions as far as possible.

4.5. To work with the client towards making their home safe and comfortable.

4.6. To work with the client to provide a balanced diet.

4.7. To help the client to organise their household (budget, money handling, organising repairs etc.)

4.8. To ensure each client’s domestic needs are met within the remit of the service.

4.9. To undertake any reasonable request which facilitates the client’s right to choice, dignity and respect.

4.10. To report back any concerns about the individual to the senior support worker or manager.

4.11. To monitor the progress of the client and report to the manager any changes in needs.

4.12. To collect and record payment for the service (if required) from the client and deliver to the manager.

4.13
To record tasks achieved in the client workbook.

5.
RELATED TASKS:
5.1
To act at all times in accordance with Friends of the Elderly
 policy and work procedures.

5.2
To report any accident or loss to the manager and record appropriately.

5.3
To report complaints to the manager and record appropriately.

5.4.
To attend Home Support Service meetings.

5.5
To report any suspicions of abuse to your line manager.

5.6
To undertake any other duties, within your area of competence, as required by the manager.

5.7
To be aware of safety and security at all times.

6.
HEALTH & SAFETY:

6.1
To comply with regulations regarding Health & Safety policy and procedures and to be aware of safety hazards within the Home adhering to any risk assessments, safe systems of work, manual handling and lifting procedures.

6.2
To comply with COSHH Regulations to ensure correct storage, use and 
control of hazardous substances.

7.
APPRAISAL:


To participate in the charity’s Annual Appraisal Scheme.

8.
TRAINING:

8.1
To undertake statutory and mandatory training to meet the requirements of current legislation.

8.2
To attend in-house and external training courses as identified with your Line Manager.

9.
CONFIDENTIALITY:

All staff must respect the confidentiality of any matters they may learn in the course of their duties relating to clients, staff and the general public as well as matters of business concerning the charity.

Signature:
........................................................................

Print Name: 
........................................................................

Date: 

........................................................................
September 2006 



POSITION: SENIOR SUPPORT WORKER





REPORTING TO: MANAGER - HOME SUPPORT SERVICE 


 


LOCATION: 
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