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Imagine
JOB DESCRIPTION  

Job Title:

PERSONAL ASSISTANT (Supported Accommodation)



An enhanced CRB Disclosure will be required for this post

Department:

Operations




Responsible to:
Team Leader



1. JOB SUMMARY

To provide personalised support to each tenant in line with the individual’s person centred plan. To assist people to live as tenants and citizens in the local community. Support must be consistent with people’s rights, choices and responsibilities. For example:

· To see the people we support as valued customers of our service

· To support people by planning ‘with them’ and not ‘for them’

· To create a support package that is holistic and led by the needs and preferences of each individual person

· To support people to make informed choices

The level of support will vary according to the agreed level of support required and informed choice.

You will be required to undertake sleep-in duties on a rota basis.

2. LOCATION

The post will be based at one of the Imagine services within the area covered by the Merseyside region but post holders will be expected to work flexibly as a part of a cluster and work at any site as required.

3. SUPERVISORY RESPONSIBILITY

This post has no direct supervisory responsibilities but there is of course a duty upon all employees to be aware of appropriate service standards and to report any breach of standards to someone in authority.

4. MAIN DUTIES

Under the guidance of the Team Leader

· Take part in helping people draw up their person centred plan and follow the agreed action plan
· Work in partnership with others to allow independence of choice

· To act with integrity and to indentify opportunities to celebrate achievements to allow a positive, respectful and trusting relationship to grow

· Support people to improve their confidence and self esteem

· Support people to make informed choices around a health lifestyle including physical health and improving self care

· Support people to manage their own mental health in a positive manner

· Support people to meet their leisure, work, social, emotional and spiritual needs

· Support people to access the community and taking part in community activities

· Support people to manage finances to meet domestic responsibilities and personal aspirations

· Provide advice and support with domestic tasks and practical issues such as dealing with neighbours and keeping their house clean

· Support people to access other services

· Support people who may have alcohol and/or drug issues

· Support people to maintain the safety and security of their home

· To write up and record activities undertaken 

· To report any significant change in the service users health, behaviour or wider situation to a manager

· To attend, as appropriate, case conferences, reviews etc

5. GENERAL DUTIES
· To work within the Organisation’s aims and objectives and Policies and Procedures

· To treat all people with dignity and respect

· To promote an environment free from bullying, harassment and intimidation

· To take responsibility for own health and safety and that of tenants and to report areas of risk to the Line Manager

· All employees are subject to the Health & Safety at Work Act

· To work within Policies and Procedures to enable the Organisation to comply with all health and safety, safeguarding and any other statutory regulatory requirements

· You will be expected to be flexible in the performance of duties and to undertake any other duties identified as appropriate to the post
6. TRAINING and DEVELOPMENT
· To participate fully in training and development

· Attend and participate in supervision sessions and an annual personal review

· Attend and participate in staff meetings

· To contribute to the learning of other staff

7. EQUAL OPPORTUNITIES
Imagine aims to provide high quality services to enhance the quality of life of people experiencing disadvantage.  In order to fulfil this aim it operates a policy of equal opportunities to ensure that no service user, job applicant, employee, voluntary worker or carer is discriminated against either directly or indirectly on the grounds of gender, age, race, colour, sexuality, nationality, religion, ethnic or national origin, disability or marital status.
8. CONFIDENTIALITY

In the course of your duties you may have access to confidential information about individuals or about Company business. Under no circumstances must this information be communicated to anyone other than the authorised persons. These may include medical or other professional staff who are involved in the care and treatment of the person.  If in doubt refer to the Line Manager.

Please note that this job description is not exhaustive but should be seen as a general guide and does not preclude other tasks as directed by the operational manager.  The job description does not form part of your contract of employment.

Signed_______________



Date_________________

PERSON SPECIFICTAION – Personal Assistant (Supported Accommodation)

Note: when completing your application form please bear in mind that short listing will be undertaken against the evidence presented by you of how you meet the essential criteria detailed in the person specification.

	
	Essential/Desirable
	Method of Assessment

	Qualifications

1. NVQ 3 Health & Social Care
2. First Aid Certificate

3. Manual Handling
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	Skills/Knowledge/Abilities

1. Commitment to supporting people consistent with their rights, choices and responsibilities

2. Demonstrate a positive attitude to people with mental health problems

3. Ability to provide sympathetic, emotional and practical support to tenants

4. Ability to support tenants to make informed choices within their daily lives

5. Good verbal communication skills and ability to listen sensitively to others

6. Good written English skills to be able to complete record keeping

7. Good interpersonal skills

8. An understanding of how to promote inclusion for people with mental health needs at all levels

9. Domestic skills relating to general household tasks (cooking, cleaning, shopping and managing money)

10. Knowledge of safety issues in a domestic setting

11. Creative problem solving skills
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Interview
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	Experience (paid or voluntary work)

1. Experience of working with people with mental health and/or disability issues

2. Understanding of person centred working

3. Providing support and/or care to adults with special needs

4. Working with and relating to people from a wide variety of backgrounds

5. Working as a member of a team
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	Personal Attributes

1. Reliable and trustworthy
2. Ability to work flexible hours, covering 24 hours/7days – including sleep-ins
3. Flexible and responsible

4. Non judgmental

5. Enjoys a challenge

6. Sense of humour

7. Sensitive & approachable

8. Willingness to attend training courses and events
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