Stoke on Trent & District Gingerbread Centre
JOB DESCRIPTION
Job Title:

Relief Support Worker
Accountable to: 
Chief Executive
Responsible to: 
Operational Manager

Hours of work:
No contracted hours (Evening and Weekend day rota)
Overall Objectives of the Post:

Relief Support Worker who may cover sickness and annual leave. The post involves working evenings and weekends
You will assist the Project Workers in their case work. You will welcome any new admissions who arrive during your shift; complete (with service users participation) Health and Safety Checks of their flats; Encourage independence whilst providing background support  and support with routines and life skills attainment; complete Initial Assessments and engage service users with the other projects. Your main work will be based at Rothesay Court but you may be required to work at any of our accommodation sites.
	


Main Responsibilities
1 To read service user case notes and action plans at the start of each shift in order to be aware of service users’ changing needs.

2 Complete a “changeover” meeting to update staff next on duty regarding each family.

3 Visit service users each shift.
4 Recording and monitoring any change in service user’s circumstances.

5 Deliver support programmes/life skills and other training packages.

6 Undertake individual assessments.

7 Empower and enable service user’s to understand and complete necessary paperwork and forms.

8 Encourage independence whilst providing background support and engage service users with the other projects.
9 Support and aid the emotional and physical well-being of service user’s by means of counselling skills and support.
10 Ensure a good standard of cleanliness, maintenance and safety throughout the accommodation by:

a) Providing necessary training and advice to service users on how to maintain their flat to the required standard.
b) Notifying the appropriate people of matters that need attention.
11 Be responsible for admissions of service user’s during your shift and welcoming them to the accommodation.
12 To be responsible for giving verbal warnings, as necessary, in line with Gingerbread policies and procedures (in consultation with supervisors).
13 In cases where gross misconduct by a service user occurs and it impacts on the safety and welfare of others and after consultation with the Manager/Senior Project Worker/Person on Call you may be required to take action to remove the service user/visitor from the building.
14 To be responsible for Health & Safety as set down in the Health & Safety Policy of the Centre and in compliance with the Health & Safety at Work Act 1974.
Safeguarding

1. Keep up to date with and work in accordance to Staffordshire and Stoke on Trent Safeguarding procedures to ensure the safety and protection of all children, young people and adults.

2. To make safeguarding referrals where necessary. 

Administration

1 Keep up to date, factual and accurate records including recording incidents, completing handover book and case files.
2 Provide information and statistics as requested by the Operational Manager where necessary.

3 To assist the Operational Manager to prepare and present reports as and when required.
Training and Development

1. Attend and take part in meetings both one to one and team.
2. Attend appropriate training courses, workshops, seminars to further personal development within the organisation.

3. Use personal development to develop the job role for the benefit of the client group. 
4. To develop your knowledge and skills in order to provide extra cover for the Night Concierge role if required.

5. Progression planning; if identified within your personal development plan, be willing to develop your knowledge and skills for advancement into other roles within The Gingerbread Centre 
General
1 Ensure the delivery of a flexible, responsive service by taking part in a rota to ensure a 24 hour a day, 365 day a week service.
2 To work on Bank Holidays, as per the rota.

3 To provide cover for sickness and various staff leave.
4 To be prepared to work any of our accommodation sites when necessary.

5 To ensure that all policies and procedures are followed to foster independence and promote the welfare and safety of all children, young people and adults.

6 Act as a positive role model to others.

7 Promote the work of the organisation in a positive manner.
8 To carry out other tasks and duties as may reasonably be required by the Chief Executive/Line Manager and/or the Management Committee.

Competency Requirements

1. Ability to demonstrate a warm, person centred and affirmative approach to people with complex needs such as drug/ alcohol issues, mental health needs, homelessness history etc.

   Assessed by Interview Essential
2. Ability to engage with service users, to develop and sustain warm and trusting relationships

   Assessed by Interview Essential
3. Ability to demonstrate significant understanding of the needs of people with     complex needs

   Assessed by Interview Essential
4. Ability to demonstrate respect for difference and diversity

    Assessed by Application Form and Interview Essential
5. To act as a positive role model to others

     Assessed by Application Form and Interview Essential
Skills Requirements

1. Good written and verbal communication skills and ability to listen sensitively to others.
   Assessed by Application Form and Interview Essential

2. Ability to work constructively and co-operatively as part of a consistent team approach

  Assessed by Interview Essential

3. Ability to provide an effective emergency response as required to accidents, incidents and emergencies and to liaise with emergency services

  Assessed by Interview Essential

4. Ability to demonstrate initiative, self-motivation and resourcefulness

Assessed by Interview Essential
5. Ability to liaise in a professional manner with other agencies and to work in a positive way with other stakeholders and families.

Assessed by Interview Essential

6. Ability to provide practical support to service users and ensure their well-being.
Assessed by Application form and Interview Essential

7. Ability to carry out support tasks so that service users reach their potential.
Assessed by Application Form and Interview Essential

8. A good understanding of Health and Safety requirements
  Assessed by Application Form and Interview Essential

9. Ability to work flexibly on an evening/weekend rota system

    Assessed by Application Form and Interview Essential

10. Minimum of NVQ Level II or equivalent in a relevant area

     Assessed by Application Form Essential

