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Job description

Job Title: 

Female Personal Assistant / Key Worker
Salary: 

Scale 4, points 18-21

Hours: 


37 hours per week (Days, Evenings and Weekends)
Responsible to: 
House Manager

Summary











This post involves working with a 25 year old woman who lives in supported housing in Islington with three flatmates. Her learning disability requires a high level of support, often 1:1. We are looking for a pro-active committed key worker who will enable her to continue and further develop her activities, interests and her relationships with family and friends. She loves a range of music, listening to it and making it. She is a keen swimmer, and a fan of good food. She enjoys socializing and outings, such as the cinema, art galleries and music gigs.
The PA will also form part of a support team for other service users and play a part in enabling them to become valued and participating members of the community in which they live, by achieving maximum independence and integration.
Main Duties and Responsibilities






 

To support a young woman living in supported housing and her 3 flatmates.

1. To take a lead role in coordinating her support and acting as a key worker.
2. To support her to take part in community activities and continue to explore and develop her ideas of where she wants to go and who she sees each week.

3. To support her to communicate as fully as possible using the wider range of skills and tools she possesses (the ‘Total Communication Approach).

4. To maintain and develop the relationships she has with the other people already in her life and enable contact with them, especially her family.

5. To provide support with intimate personal care – using the toilet, bathing dressing.

6. To support other staff to understand how to support her, including inducting new staff and representing her interests within the team.

7. To work in such a way that maximises her involvement in day to day and long term decision making.

8. To share in, support and involve service users where appropriate in all the usual domestic activities such as cleaning, shopping and cooking.

9. To work with her in such a way that takes account of her lifestyle choices and individual, cultural needs. 

10. To provide and participate in a wide range of social activities in a variety of settings.

11. To provide support to attend medical appointments.

12. To support her in the organisation of her regular Individual Planning meetings. Participate in and prepare reports for these meetings.

13. To support her to manage her day to day finances.

14. To liaise with families, advocates, other professionals, the DWP and outside bodies where appropriate.

15. To understand and adhere to the philosophies, policies and principles upon which the service is based.

16. Team member responsibilities  

17. To plan and work as a team with other staff members.

18. To pass on relevant information to other team members, using agreed communication procedures.

19. To keep records and write reports in the appropriate files.

20. To attend staff meetings, Management Committee meetings and any other relevant meeting where appropriate.

21. General responsibilities

22. To work as part of a team committed to providing a high quality housing service to people with learning disabilities according to the philosophy agreed by Centre 404 Housing Service.

23. To participate in regular support and supervision with line manager(s).

24. To undertake training where appropriate and possible, as identified in support and supervision.

25. To adhere to the Code of Conduct for the housing staff.

26. To adhere to Centre 404’s Health & Safety Policy.

27. To adhere to and promote Centre 404's Equal Opportunities Policy.

28. To undertake other duties relevant to the post, this may include working in any of the other houses managed by the organisation. 
Person Specification

Job Title: 

Female Personal Assistant / Key Worker 

Salary: 

Scale 4, points 18-21
Hours: 


37 per week
Responsible to: 
House Manager

(E) Essential requirements
(D) Desirable requirements

	Physical Requirements
	Available to work a variety of shifts throughout the week 
	E

	
	Able to travel to a variety of locations within and outside the borough 
	E

	
	Physically fit and able to offer physical support to tenants 
	E

	Knowledge / Understanding
	Good basic education 
	E

	
	Aware of issues affecting people with learning disabilities
	E

	
	Understanding of health and safety issues as they affect tenants 
	E

	Experience
	Significant experience of working with people with learning disabilities including people with profound and complex disabilities.
	D



	
	Experience of non-verbal communication methods such as tactile and sensory tools.
	D

	
	Experience of working with people from varied social and cultural backgrounds 
	D

	Skills / Abilities
	Ability to liaise with agencies and external professionals 
	E

	
	Excellent communication skills with tenants, families and professional staff 
	E

	
	Excellent numeracy skills
	D

	
	An enthusiasm for music – if you can play an instrument, so much the better
	E

	
	A liking for outdoor activities such as walking, visiting galleries and museums as well as indoor activities such as baking, reading simple books and using touch screen iPad 
	E

	
	Able and willing to swim
	E

	
	Able to work unsupervised and on own initiative, including the ability to plan and provide support to tenants 
	E

	
	Able to be affectionate and demonstrative, and able to get on well with a wide variety of people, particularly her family.
	E

	
	To be able to work as part of a team
	E

	
	Ability to make activities fun, to encourage participation.
	E

	
	To feel confident in a variety of settings and be able to be assertive about making her needs known to other people in that setting.
	E

	Other
	Understanding of, and sensitivity to the discrimination experienced by members of minority ethnic groups, women and people with learning disabilities 
	E

	
	Commitment to equality of opportunity. 
	E
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