A DVANCED CARE YORKSHIRE LIMITED

PERSONAL ASSISTANT – JOB DESCRIPTION
JOB TITLE:


Personal Assistant

REPORTING TO:

Care co-ordinator or senior manager
ACCOUNTABLE TO:

Registered Manager / Directors
JOB PURPOSE:


The post-holder will work individually and as a part of the multi-disciplinary team delivering a high standard of care for each individual using the service, ensuring each individual’s privacy, dignity and respect is maintained at all times. This may include assisting people with a severe physical or learning disability who live at home to continue to live at home by ensuring adequate support. This support could be personal care, escorting, partaking in activities, assisting in carrying out self help tasks to maximise independence as far as is possible, all choices must be given to the individual and their wishes acted upon. The Personal Assistant must ensure his/her competence to complete the work. 

Our aim is to ensure our Individuals using the Service enjoy a good quality of life.

TASKS TO BE UNDERTAKEN:

1. The duties are to include all aspects of personal care i.e. assisting the individuals to wash, bathe, dress, get up or prepare for bed and toileting duties.

2. Prepare meals in accordance with the individuals wishes, wash dishes, collect pensions and do the shopping.

3. Light housework, washing up, (dusting, vacuuming and cleaning internal low windows, that do not require you to stand on anything, in accordance with Fundamental Standards. no moving or lifting of heavy objects) ensure laundry is done ironed and put away, tidying of personal belongings and changing individual’s beds.

4. Acting as a companion to an individual making appointment, reading or helping deal with correspondence.

5. Ensuring the individual is comfortable and safe.

6. Night Sleeper – The Personal Assistant sleeps over at the individual’s home and is there to respond to any emergencies.

7. Night Awaker – The Personal Assistant is available through the night to provide constant care should it be required.

8. Night Sitter – The Personal Assistant is there to assist with toileting or moving around

RESPONSIBILITES
· The post-holder will be carrying out a role that is centred around caring for the individual. The post-holder will at all times follow the professional guidance provided by the Registered Manager
· Ensure good working knowledge of individuals needs and tasks to be performed, using information on an individual basis, via the person-centred Support plan
· Adhere to the Person-Centred Support plan
· Good time management skills
· Confidentiality must be kept at all times, except where management need to be kept informed to ensure the protection of both the individual and the Personal Assistant
· Ensure reliability and punctuality
· Ensure full knowledge of all policies, procedures, guidelines, training and philosophies of care
· Ensure adequate knowledge and compliance with all risk assessments, and report previously unknown risks or hazards to the manager.
· Always write clear and concise reports in the individual’s documentation in black ink, dated, signed, name clearly evident, no gaps to be left.
· Complete all required training to stay current and undertake fully the role
· Co operate with Manager who will be on hand for support and will visit you in the workplace for ongoing assessments.
· Attend reviews, meeting and training as required
· Ensure enhance DBS is in place
· Report any relevant changes of an individual’s condition to the manager
· Report promptly any accidents to yourself or the individual
· Ensure all time sheets and rotas are completed and signed
· Pass on any complaints, comments or compliments that should be noted and actioned
· Report any suspicion of abuse or harassment to an individual, colleague or self immediately to a manager
· Seek guidance from a manager for any work or personal problems that may affect your job
· Act as a role model for new staff
· Do not administer medication unless trained, and signed off as competent
· Organise own transport in good time
· Carry ID badge at all times and a mobile
· The post-holder will ensure that the care given to all individuals by themselves is of the highest standards and follows the professional guidance of the Registered Manager.
· The post-holder has a duty to ensure that they are equipped with the necessary skills to undertake the tasks requested of them. They must, therefore ensure that if they are not confident about any task that they bring this to the attention of their line manager for appropriate development and training.
General

· The above principal accountabilities are not exhaustive and may vary without changing the character of the job role or level of responsibility.

· The above duties may involve having access to information that is of a confidential nature which may be covered by the GDPR so confidentiality must be maintained at all times

· The post holder must be flexible to ensure the operational needs of Advanced Care as a Company are met at all times, this may involve undertaking duties and responsibilities of a similar nature as and when required in a different area of the Company.

· To promote and follow all current Advanced Care policies and procedures

The Health and Safety at work Act of 1974 and other legislation places responsibility for Health and Safety on all employees. Therefore, it is the post holder’s responsibility to take reasonable care of the Health and welfare of him/herself and other employees in accordance with legislation

· It is the responsibility of the Individual to inform the management team of any health-related issues which could affect their work duties and requires measures to be implemented to allow the post holder to carry out their duties safely

Where the post holder is disabled every effort will be made to supply all the necessary employment aids, equipment or adaptations to enable him/her to perform the full duties of the job. If, however a certain task proves to be achievable then job redesign will be given full consideration

It is the full responsibility of the individual to inform the management team of any medical history and any changes which could affect their work duties

WORKING RELATIONSHIPS

· The post-holder will be required to develop and maintain good working relationships with colleagues, individuals using the service, family members, members of the multi-disciplinary care team and managerial staff.
This Job Description may be subject to amendment to take account of changing circumstances but such amendments will only be made following consultation between the post-holder and the Registered Manager/Training Manager
The post-holder will be expected to be flexible and adaptable.

PERSONAL SPECIFICATION

	Technical Competencies (experience and knowledge)


	Essential(E) or Desirable (D)

	Demonstrable experience of working in a caring profession
	D

	NVQ or equivalent in caring or equivalent qualification
	D

	Learning disability qualification
	D

	Willingness to undertake further training to meet the needs of the individual and for professional development
	E

	Flexible and adaptable to meet the needs of the service, individual, and their families, ability to work outside of office hours including weekends and nights
	E

	Working knowledge of Safeguarding vulnerable adults
	E

	Working knowledge of Safeguarding children
	E

	Safeguarding children training
	D

	Safeguarding vulnerable adults training
	D

	An understanding of confidentiality and GDPR in respect of individuals records
	E

	Basic numeracy IT and literacy skills
	E

	Ability to communicate effectively and efficiently with office and individuals as required
	E

	Ability to communicate effectively between office and individuals as required
	E

	Working knowledge of health and Safety procedures, including lone working procedures
	E


	Core competencies
	level

	Planning and Organising
	1

	Problem solving and decision making
	1

	Reliability
	1

	Change orientation
	2

	Report writing
	2

	Influencing, Persuasion and negotiation skills
	1

	Communication
	1

	Customer and Service Support
	2

	Leadership and management
	0

	Team work
	1

	Creative and strategic thinking
	0

	Financial management
	1
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