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Job Description – Support Worker
Responsible To: Senior Support Workers / Service Coordinators / Managers
Persons employed by ‘Options’ as ‘Support Workers’, will, at all times, carry out their duties in accordance with the policies set by the management. It is the responsibility of the staff member to ensure that they read and fully understand these policies before taking up appointments.
Purpose: To support and care for every individual in a manner, which respects their dignity and privacy and promotes their independence.
Main Responsibilities:
1. To maintain confidentiality on all aspects of care and your work within the company, and therefore respect the Data Protection Act 1998.

2. All staff must ensure that they are aware of their responsibilities under the Health and Safety at Work, etc Act 1974.

3. To have a working knowledge and adhere to ‘Options’ policies and procedures and health and safety regulations in respect to your position.

4. If necessary assist people with personal care, which depending on the persons abilities might include such activities as: using the bath or shower: foot and nail care: shampooing hair: helping a person shave: combing or brushing hair: mouth care: preparing for bed: getting out of bed, washing and dressing etc. It should be noted that ‘Options’ support workers care out very little personal care as the majority of individuals being supported are promoted to have high levels of independence.
5. Under guidance from management and health care professionals, take actions to enable the person being supported to carry out as much self-care and other activities as possible. To carry out care and other tasks as specified in the service user’s individual service and care plan, to a high standard in accordance with ‘Options’ policies.



6. Help people with physical and mental activity, assisting the individual to access their local community socially, which would include the promotion of hobbies and recreational activities. Also assisting with such things as reading and writing on their behalf, and discussing / talking about various issues. 

7. Assist people to prepare meals and other domestic duties that you are qualified to undertake.

8. Ensuring daily diary, communication books, progress notes, and other forms of reports are read and kept up to date.

9. Take part in staff meetings and internal and external training as required.

10. To support people to self administer and to when necessary administer medication to people as authorised and directed, and only if you have been trained to and are confident in performing these duties. Inform your supervisor if you have any difficulties with any assigned duty of this nature. 

11. Where appropriate, under the guidance of the management, liaise with people’s relatives, doctors and other health professionals contributing to care, as well as Social Service, Housing Department, Professionals in order to promote good communication and quality of service.

12. To contribute by carrying out planned actions and promote the maintenance of peoples individuality, dignity and freedom of choice.

13. To be aware of changes in peoples general, emotional and mental health and to take appropriate steps as required by ‘Options’ to ensure peoples well being.

14. To contribute to updating of peoples person centred plans, and to take part in any reassessment of peoples care needs, and most importantly to have a clear knowledge of each persons plan and be able to evidence that you are following and promoting their needs and goals that require your input.
15. To assist with the responsibility of helping people with financial affairs, i.e. shopping or collecting benefits.  To ensure that full and accurate records of transactions are kept for inspection and that adequate security for service user’s monies and valuables is maintained. 

16. To be aware of peoples spiritual needs and ensure that these needs are met to peoples satisfaction.

17. To be aware of the peoples needs and to develop and / or maintain social activities and individual social networks.  By liaison with the people being supported, their relatives, friends, professionals and other organisations, try to ensure that the service user is enabled to fulfil these needs to their satisfaction.
The job description is a general description of the duties of a support worker, other duties within the support workers capabilities may be required in order to meet individuals’ needs. Consideration will be given to your skills and status when requesting you to perform these duties. If any part of this Job Description needs further explanation contact one of the managers immediately.
Person Specification – Support Worker
‘Options’ is recruiting for Support Workers to support of adults with learning difficulties, who each have a range of specific needs.  Support is provided in people own homes in their local community.  The services we offer are: 

‘Supported Living’ as housing associated support service.

‘Enabling Support’ as a flexible support service that supports a wide range of needs.
It will be your responsibility to ensure that each service user receives outstanding support.  You must be committed to promoting the independence, autonomy, and free will of the individuals we support.  You will need to be someone who has a positive open-minded attitude and a friendly and approachable manner who does not shy away from challenge.

You’re Qualifications 

You do not need any, but you MUST be able and willing to begin professional training.
You’re Experience

You do not need any, but it is preferred that you have had some experience of:

Working with, interacting or supporting people.

Budgeting your finances and supporting someone else to manage theirs.
Performing routine administration tasks.
Using public transport and accessing community recourses.
You’re Abilities

You communicate clearly and precisely with your colleagues, service users, their family, friends, and representatives, and other professionals.
You are a self starter and positively inspire people around you by setting a positive example.
You possess lots of common sense.
You are an analyst who plans ahead and assesses risk appropriately.

You cope well with pressurised and potentially difficult situations.
You are diplomatic and relate well to people from all walks of life.
You already possess good time management practices.
Your Personal Qualities

You have a degree of flexibility in your working hours and understand the requirement to be flexible to peoples needs. 
You are flexible and responsive in order to meet service user’s needs, which may change day to day and over time.
You are empathetic but not sympathetic; you are non-judgmental and have an approachable and open manner.
You are respectful, honest, and fair.
You are an active listener.
You are hard working, adaptable, and innovative in your attitude to work.
You are totally trustworthy and reliable.

You are a strong role model for the people we support in appearance, behaviour and attitude.
