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CARE AND SUPPORT

Night Concierge (Health, Safety and Security)– Substance Misuse
Job description
Responsible to:
Scheme Coordinator
Hours:
10pm- 8am on a rota basis, including some weekends and bank holidays
Statement of Service Purpose

Substance Misuse Services

To provide a night time concierge services for service users who are drug and alcohol dependent living within a community setting.
Key Responsibilities 

Main duties include- 
Maintaining and ensuring the safety and security of Falcon House and the residents.
Ensuring that fire audits are maintained in line with Accord policy
Ensuring that client records are kept up to date.
Ensuring that the high hygiene standards are maintained. 

Ensuring that Empty rooms are cleaned and made ready for new clients.


Work within Accords philosophy of care and support, demonstrating understanding and commitment to the rights of people within this client group.
Promote Independence

Facilitate and support service users in decision making; promoting choice and independence where this does not impact on the safety and security of the building.
Service user participation

Respond to any complaints and concerns from service users in line with organisational policy

Working in a team and with others

· Contribute positively to working in a team, participating in staff meetings
Liaising with others 
· Work positively with Accord colleagues, participating in Accord Group wide events and training. 

· Liaise and work with other agencies, health and social care professionals as required including contacting emergency services if and when required
· Act in a professional manner while on duty and when representing Accord. 

Financial control and record keeping
· Ensure all organisational policies are followed
Record keeping, data management 

· Complete service user files, Health and safety records and other written documents in an accurate, understandable manner and in line with statutory requirements 
· Complete administrative tasks as required 
Health and Safety
· Ensure the safety and security of the working environment, including monitoring visitors while on duty. Maintaining accurate records in line with Health and Safety requirements.
· Ensuring night time emergencies are responded to in a timely and effective manner in line with written protocols (including accessing on-call support as required)
· Manage risk to service users, self, the team and others by working within a risk assessment framework while not denying opportunities for positive risk taking
· Comply with all health and safety legislation including COSHH regulations
· Complete cleaning tasks as delegated to do so
Quality and regulatory compliance

· Ensure emergency repairs are reported and other repairs are reported to support staff to be reported.
· Abide by Accord policies, procedures and guidelines at all times
Person Specification

Experience 

· Experience of working within a service setting
Knowledge
· Clear understanding of security, health and safety
· Interest/awareness of the service user group in a paid or unpaid role 

Key competencies:
Communication

· Able to demonstrate verbal and written communication skills

· Able to read and record information accurately and legibly

· Ability to provide relevant and appropriate feedback to colleagues and managers

· Awareness and understanding of service user’s confidentiality
· Able to deal with emergencies calmly and effectively in line with written protocols
Team working
· Ability to lone work while contributing to wider team goals and objectives
· Able to work under own initiative and solve problems including when under pressure
Education and training
· NVQ Level 2 or willingness to work toward qualification 

· Basic level of education 
Specialist skills (full training given)

· Health and safety 
· DANOS Training
Other 
· Able to work flexibly including evenings and weekends and bank holidays 
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