[image: image1.png][, et it
g East Dunbartonshire Council

‘wwweastdunbarton.gov.uk




Role Profile


	Role Details


	Job Title:
	Day Service Assistant  
1048QHY Allander
1055QHY Outlook

	Service:
	Adult & Primary Care Services


	Directorate:
	Health & Social Care Partnership
	Reporting to:
	Team Leader 

	Grade:
	Grade 5 


	Hours: 14.5
	Salary will be pro-rated for part-time hours

	Work Location:
	Allander Adult Day Care Centre 


Role Purpose 
· Provide high quality day care to adults with learning disabilities through the delivery of a high standard of care as well as working in partnership with families, social workers/care managers and others to promote the development and wellbeing of the service users.
· Contribute to achievement of Adult Day Care Services team objectives and standards by supporting of team work and flexibility, contributing to the overall success of the Council.

· Maintain the Adult Day Care Services team objectives by contributing to team working and flexibility, contributing to the overall success of the council

· Support the Adult Day Care Services team by promoting a performance-driven culture of team work and flexibility, contributing to the overall success of the Council.

· Work towards the continuous improvement of service delivery and performance of the Adult Day Care Services team Kelvinbank

· Undertake the role with support for the team and team decisions
Role Accountabilities & Key Activities 
Adult Day Care Services 
· Contribute to the assessment of the individual needs of each service user, encouraging each individual to participate as much as possible, in order to produce a support plan in partnership with each service user, their family and carers.

· Participate in the provision of a range of support services that meet the individual needs of each service user.
· Provide a person centred approach to tailoring support to the specific needs of individual service users in settings appropriate to their support requirements.

· Contribute to the review of service user individual needs by participating in community care reviews and support plan meetings.

· Prepare reports on individual service users for community care reviews and other meetings.

· Identify gaps and deficiencies in service provision for individual customers and report these issues with the aim to resolving issues at the earliest possible stage

· Ensure accurate written records are maintained in each individual case file and that procedures regarding confidentiality and data protection are observed 
· Undertake a range of personal care tasks.

· Participate in a network of community support services to meet the assessed needs of each service user to deliver high quality of care and services and better outcomes for all.

· Liaise with other staff, social workers, care managers, health professionals, other departments of the Council and other agencies delivering high quality of care and services.

· Promote social inclusion in the community and prevent social isolation by providing stimulating activities which will enhance, develop or maintain the well-being of the service users

· identify gaps and deficiencies in service provision for individual customers and report these issues to their supervisor

· Be familiar with relevant council policies and procedures and relevant legislative guidelines such as adult and child protection; health and safety and risk assessments; confidentiality and data protection; violence to staff and complaint procedures.

Compliance 
· Comply with all policies, procedures and risk assessments as agreed by the department and to work within legislative and good practice guidelines 
· With training, supervision and support from appropriately qualified health professionals and experienced staff, undertake a range of tasks including, personal care, Mobility, Moving and Handling, Food Hygiene, Managing Challenging Behaviour

· Participation in formal and informal individual and group supervision on performance to evaluate and enhance overall service delivery

· Achieve agreed standards of service delivery in compliance with relevant legislation such as National Care Standards

· Follow the departmental financial procedures and be assisted by administrative staff supporting the accuracy and maintenance of financial records.

· Develop positive working relationships with team members to meet individual and team objectives  

· Communicate, co-operate with and support others by sharing knowledge 
Customer Service Delivery
· To liaise with service users, families and carers, social workers, care managers, health professionals and other agencies regarding the service provision for each individual 
· To assist service users who require support to budget personal allowances and ensure all transactions are appropriately recorded in compliance with financial procedures.

· To liaise on a regular basis with the service user’s social worker or care managers to ensure that the current day service provision meets the specific needs of each individual and that any identified changes to the person’s needs are shared with the appropriate parties

· Focus on the highest quality service to customers and visitors to East Dunbartonshire Council. 

· Ensure that customers receive the best service possible and are always made to feel valued. 
· Maintain a sense of organisational pride at all times in serving both our customers and stakeholders

· Communicate with key stakeholders in identifying and taking action to meet the needs of different customer groups

· Consult regularly and seek feedback to improve overall service delivery to stakeholders. 

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 

Team Working & Relationships

· Support good working relationships by offering advice, encouragement and assistance to enhance overall team performance

· Communicate within the Adult Day Care Services by being open and approachable and developing working relationships with fellow team members

· Work to achieve team objectives by developing strong working relationships with stakeholders. 
· Develop positive working relationships with team members to meet individual and team objectives  

· Communicate, co-operate with and support others by sharing knowledge 

· Undertake the role with support for the team and team decisions
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 

· Contribute to the performance of Adult Day Care Services team by achieving team objectives and priorities. 

Best Practice
· Share best practice with team members to improve team performance. 

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.

· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.

Context 
	Location:
	 Allander 

	Mobility:


	As per the contractual terms: 

You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.

	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	

	
	37 hours 
	

	
	Other  (please specify)
	14.5

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	(

	
	If ‘yes’ please give details 
	Occasional requirement to work outwith core daily hours or at weekends dependent on requirements of service

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	PVG Adults
	(

	Criminal Convictions:


	Any convictions involving dishonesty, substance abuse, violence or involving children or vulnerable adults. 

	Proper Officer:


	No

	Politically Restricted:


	No


Key Relationships)
· As a member of the Adult Day Care Services the role has accountability for the contribution to Adult Day Care Services objectives.

· The role will work with team members to share best practice and achieve team priorities.

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Team Leader

· The role interacts with The role interacts with Elected Members, Managers and staff within other Council services, NHS staff and managers, GP’s, Trades Unions, external providers, legislative and regulatory bodies including SWIA, The Care Commission & National/Public Sector ADSW Working groups.

· Given the nature of the role, key relationships will include:

· Frequent contact with Managers and employees

· Elected Members

· NHC (CHP & Acute)

· Inspection agencies e.g. Care Commission, SWIA

· Housing

· Police

· Corporate & customer Services

· Social Work Planning, Commissioning and Contract Services

· External Providers

· Other Local Authorities 

· Service Users/carers
Personal Specification 

	Personal Specification
	Essential 
	Desirable 



	KNOWLEDGE
	· Knowledge of current policies, procedures and Scottish Government Guidance and Initiatives
· understanding of assessment and person centred approaches
· Understanding of regulation and inspection processes and responsibilities
· Understanding of National Care Standards
· Practical knowledge of role areas 


	

	SKILLS
	· Good written and verbal communication skills and ability to tailor communication depending on audience 

· Organisation and co-ordination skills. 

· Ability to participate and assist with the preparation of care plans, daily records and reports for community care reviews and other meetings. 
· Good written and oral communication skills 

· Good interpersonal & motivational skills

· Time management skills

· Ability to work to deadlines

· Able to work on own initiative


	· IT literate – ability to use PC based packages.


	EXPERIENCE


	· Experience of working in an adult day care service 
· Experience of key activities of the role 


	

	EDUCATION/

TRAINING


	
	· SVQ2

	PERSONAL QUALITIES
	· Carry out role with credibility and professionalism 

· Strong customer and service delivery orientation

· Client and service delivery orientation

· Self-Motivated

· Flexible approach 

· Adaptable

· Approachable - Customer focused

· Team player

· Ability to work on own initiative.

· Ability to work under pressure 

· Ability to work with minimum supervision

· Inclusive and respectful
· This post requires persons to undertake mandatory training in moving and handling, food hygiene and physical intervention. This requires persons to be fit for practice
	

	DRIVING LICENCE 
	· Full Driving Licence (outlook only) 
	· Full Driving Licence 
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