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BURY METROPOLITAN BOROUGH COUNCILPRIVATE 

JOB DESCRIPTION
	PRIVATE Post Title:

SUPPORT ASSISTANT 


	Department     Communities and Wellbeing 

Establishment/Post No:


	Division/Section:
Bury Employment

Post Grade:
  Grade 6 




Support & Training



	Location:

Bury Employment 

Post Hours: 
30 hours per week




Support & Training  
                             3rd Floor Humphrey House

                             Angouleme Way

                             Bury, BL9 0EQ                                         



	Special conditions of Service
Car Allowance payable



	Purpose and Objectives of Post: 

To support and assist individuals with varying disabilities, conditions and mental health problems to enable them to reach their potential


	Accountable to:

Assistant Director (Operations) Communities and Wellbeing


	Immediately Responsible to:


Manager, Bury EST


	Immediately Responsible for:


Head of Adult Operations


	Relationships (Internal and External)

Internal:
With all other Departmental staff

External:
With users of the service, their families and carers 

                          With statutory agencies and providers
  
                          With voluntary and charitable organisations



	Control of Resources
To be responsible for, any equipment provided by the authority



	PRIVATE Duties/Responsibilities
Principal Duties: 

1. Under the direction of the management team to deliver front line support to promote the independence of customers.
2. To be involved and positively contribute in the assessment and review of customers in order to inform an accurate Development Plan with Placement Officers and/or Senior Support Workers, alongside management.
3. To take responsibility for ensuring that you have up to date knowledge of any changes in customers’ needs or change to their service provision on an ongoing basis.
4. To assist and support customers to enable them to undertake tasks for themselves, in line with their development plan and risk assessments.
5. To encourage customers to increase their confidence to enable them to reach their potential and to contribute to the development of their own plan.
6. To maintain clear and accurate records in accordance with authority’s policies and procedures.
7. To record activities and events which have occurred during your contact with customers, including communicating any changes or incidents which may have relevance to the customer’s development plan, to colleagues and management as appropriate.
8. To communicate in an appropriate, open and accurate manner, respecting confidential information in line with the authority’s policies.
9. To contribute to the safeguarding of adults by ensuring you are aware of your role in relation to the safeguarding adult’s policy, take steps to protect customers form any form of abuse or neglect and use the appropriate reporting mechanisms to inform management of any concerns.
10. To assist in training programmes relating to customers of the service, including travelling to and from their place of work.

11. To prepare and maintain accurate and confidential records for each customer.
12. To promote a positive and professional image of the service at all times and to carry out duties in accordance with the Authority's equal opportunity policy, promoting the capability, dignity and rights of all customers of the service.

13. To be responsible for your actions with regards to the health and safety of yourself and of your colleagues and customers.

14. To support and share knowledge gained with colleagues.

15. To contribute to the drawing up and implementation of Risk Assessments.
16. To undertake basic skills screening as required and refer to relevant agencies and training providers.

17. To manage and prioritise own workload.
Regular:

18. To participate in supervision/support sessions with the Service Manager and/or Employment Officers in order to facilitate personal and service development.

19. To participate in consultation meetings, conferences and marketing events, internal and external staff training as required.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. 

	Job Description prepared by
	Sign
	Date

	Agreed correct by Postholder
	Sign
	Date

	Agreed correct by Supervisor/Manager
	Sign
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PERSON SPECIFICATION

SUPPORT ASSISTANT

	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Prior to appointment
	Qualification

Satisfactory disclosure at the appropriate level under the Criminal Records Bureau
	(
	

	Application


	Level 3 in Advice and Guidance
	
	(

	Application/

Interview

	Experience of working with people who have a learning disability either in a work or voluntary setting
	(
	

	Application/

Interview

	Knowledge and understanding of the social, physical and emotional needs of people
	(
	

	Application/

Interview

	Ability to provide all aspects and levels of support in every day personal care tasks
	(
	

	Application/

Interview

	Ability to accurately record information as necessary
	(
	

	Application/

Interview

	Ability to work independently and as part of a team with colleagues, families and other agencies
	(
	

	Application/

Interview


	Commitment to improving quality of life for people and enabling them to achieve as much independence as possible
	(
	

	Interview


	Awareness of Health and Safety issues
	(
	

	Interview


	The ability to communicate effectively with service users, colleagues, outside agencies and the public both verbally and in writing
	(
	

	Interview


	Satisfactory completion of LDAF Induction and  Foundation Standards and other mandatory training within  set  timescale 
	(
	

	Interview


	Registration with the GSCC, where applicable, or ability to achieve within set timescale, when the GSCC  register is set up
	(
	


