ACCORD HOUSING ASSOCIATION 

CARE AND SUPPORT

Personal Assistant Extra Care 
and outreach services
Job description
Responsible to:
Shift leaders, Team leaders/service manager.
Hours:
Full/part time or zero hour based contracts as specified, including shift working, some weekends, Bank Holidays and sleep-ins on a rota basis (where applicable)
Location:
Tipton and Walsall supported living sites and service users own homes.
Statement of Service Purpose

Extra Care Services
To support predominately older adults, some with physical disabilities, learning disabilities, long term health conditions, dementia and/or mental health conditions to continue to lead active, independent and fulfilled lives whilst living in their own accommodation in an Extra Care scheme setting.
Outreach Services

To support adults, some with physical disabilities, learning disabilities, long term health conditions, dementia and/or mental health conditions to continue to lead active, independent and fulfilled lives whilst living in their own homes. 
Key Responsibilities 

Work as part of a team to enable service users to exercise choice and develop/maintain independence within their own home or service.

Work within Accords philosophy of care, demonstrating understanding and commitment to the rights of people within these client groups.

Work flexibly providing care and support to service users in aspects of their daily living, enabling them to do things for themselves where they are able. When needed support service users to undertake tasks in accordance with their identified care or support needs. 
Act as the Extra Care scheme champion in a nominated area of responsibility.
Promote Independence

Facilitate and support service users in decision making; promoting choice and independence. 

· To support service users in all aspects of daily living including housing related support, delivering personal care, meal preparation, dressing etc., as detailed in care and support plan, promoting independence and decision making to the maximum potential.
· To provide support as identified in individual care plans and acting as key workers to allocated service users.
· To support service users in making claims for housing and other benefits and to support new service users with the completion of tenancy agreement forms.

· To assist new service users moving home, by ensuring that they receive the necessary support and advice to enable them to access services and amenities.

Service user participation

Promote service user empowerment; support service users to help them express their views and make informed choices and decisions in respect of: 
· care and support plans

· complaints, concerns and compliments 
· how services are delivered and managed, 

· the maintenance and repair of the buildings and equipment

· activities at home and community engagement 

· the appointment of staff 

Managing and developing services 
Contribute ideas and support the team and Scheme Manager in developing activities and services to meet identified needs that will support individual/community well being and individual and cultural identity.

Working in a team and with others

· Contribute positively to working in a team, participating in service delivery reviews and service user meetings

· Work with colleagues and, when requested, lead in delivering activities and services for service users

· Maximise own personal development by positively engaging in induction, supervision, training, appraisal and team meetings.

· Work with colleagues and service users to share in the domestic tasks that support the overall running of the service for example; shopping, preparing meals, maintaining environmental hygiene, and undertaking cleaning.

Liaising with others 
· To ensure that tenants well being is monitored and any concerns raised with the appropriate person.  To ensure that the scheme manager is informed of any changes required to meet the service user’s needs, to ensure care and support plans are reviewed.
· 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 in consultation with senior staff. 

· Liaise with families and carers, working together positively to meet the needs of service users
· To communicate positively and effectively with other team members
· Act in a professional manner while on duty and when representing Accord. 
Financial control, record keeping and data management
· Maintain accurate and up to date service user, financial and other relevant service records.
· Complete service user files, reports care/support plans, risk assessments and other written documents in an accurate, understandable manner and in line with statutory requirements 
· To ensure all communication (written verbal and non verbal) is recorded accurately and in the appropriate place, maintaining confidentiality as defined with the Associations confidentiality policy. This information could be (and is not limited to) that relating to service users and staff.
Health and Safety
· Manage risk to service users, self, the team and others by working within a risk assessment framework and promoting opportunities for positive risk taking.
· Contribute to the safety and security of the building and visitors, maintaining accurate records in line with Health and Safety requirements.
· Comply with safeguarding guidance
· Comply with all health and safety legislation in respect of food hygiene, moving and handling, the handling and storage of medication, cleaning and chemical storage, infection prevention and fire safety practices.
Quality and regulatory compliance

· Abide by Accord policies, procedures and guidelines, ensuring compliance with relevant legislation and standards, including Care Quality Commission, General Social Care Council, Tenant Services Authority. 
· To actively participate in training and development opportunities appropriate to the post, including staff meetings, supervision and appraisal as required.
Other Personal Responsibilities
· Ensure your conduct at all times is in line with the General Social Care Council code of conduct. This includes maintaining professional boundaries and effective timekeeping.

· Undertake any other duties commensurate with the role.

Shift Leader Responsibilities
Upon completion of your probationary period you may be given the opportunity to be a shift leader. There are additional responsibilities (and an additional payment) associated with this role. These responsibilities include (and are not limited to):
· Dealing with any specific issues that arise from situations on that shift, either at a scheme or with staff working off site.

· To administer petty cash, banking procedures, use of the guestroom and any other financial procedures as required, adhering to the association’s policies and procedures

· Ensure repairs are reported promptly, monitored and recorded when completed, ensuring the continued compliance with appropriate statutory, housing and CQC standards. 
· Ensuring effective staff cover on that and subsequent shifts

· Taking appropriate action on any potential complaints, safeguarding issues, accidents and incidents.
This job description is subject to annual review. All postholders will be given copies of updated job descriptions after review.

Person Specification

Experience 
· Ability to meet the requirements of the job description with minimal supervision at times.
· Proven ability to work on own initiative and work as part of a team.
· Knowledge and understanding of issues relating to me we support.
Knowledge

· Basic understanding of how rights, dignity, privacy, respect, & choice are important when providing care.

· Knowledge/awareness of the service user groups 

· Knowledge of health & safety as it relates to creating a safe and homely environment. This includes and is not limited to medication and fire regulations.

· A knowledge fairness and diversity and how it relates to this role.
Key competencies:
Communication

· Able to demonstrate good verbal and non verbal communication skills.
· Understanding of the need to use different forms of communication to support service users with limited or no spoken language or who are deaf or hearing impaired or have learning disability or dementia.
· Able to read and record information accurately, objectively & legibly in English.
· Ability to provide relevant and appropriate feedback.
· Awareness and understanding of confidentiality including data protection.
Education and training
· NVQ Level 2 in Social Care or willingness to work toward qualification 
· Basic level of education 

· Other relevant qualifications in Health & Social Care and a willingness to undertake training
Personal Qualities and Abilities 
· A commitment to a service, which provides support to vulnerable individuals which is respectful and according to the individual’s wishes.
· Commitment to training and development.
· Ability and willingness to undertake personal care 
· Problem solving skills

Specialist Skill (Core training required and full training given)

· Lifting/moving & handling 

· Basic Food Hygiene

· Health and safety 
· Administration of medication

· safeguarding
Other 
· Able to work flexibly including early mornings, evenings, weekends and Bank holidays as part of a rolling rota
· For some services, able to participate in the sleep in rota.
This job description is subject to annual review. All postholders will be given copies of updated job descriptions after review.
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