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Job Description

Job Title:



Personal Assistant / Sighted Support Worker 
Reports to:


Rehabilitation Officer 
Hours of work:
12 per week (potential to increase to up to 20 hours per week, subject to funding)
Salary:



£14.84 per hour






Contributory pension scheme

Mileage:



45p per mile
Location: 
Bradbury Fields, The Bradbury Centre, Youens Way, Liverpool L14 2EP 
Equality and Diversity Statement:
Bradbury Fields is an equal opportunities organisation. It is committed to promoting equal opportunities and preventing discrimination. This applies both to service delivery and to its own employment practices. You will be willing and able to demonstrate commitment to Bradbury Fields’ Equality and Diversity Policy.

Job Purpose:
A unique opportunity for you as a Support Worker to a visually impaired team member requiring support to facilitate their professional role as a Rehabilitation Officer for the Visually Impaired (ROVI).

This role would include meeting vulnerable service users, driving the Rehabilitation Officer to service users’ homes and community based activities, assistance in carrying equipment, taking and typing up notes taken during visits, providing verbal feedback during training sessions and ad hoc administrative duties including accessing and uploading information on work-related systems.  Training will be provided.

PERSON SPECIFICATION:

Essential for this role:

A full UK driving licence and access to a car with business-class insurance

Excellent observational and verbal skills

Excellent written skills, including competent typist, a good working knowledge of Word, comprehensive note taking to accurately reflect needs-based assessments, uploading information from notes, direct dictation and audio recordings

The ability to be flexible, trustworthy, professional and maintain confidentiality whilst building an effective working relationship

An enhanced DBS check 

Working knowledge of Excel would also be desirable

Knowledge, Skills & Experience:
· A background knowledge of the support needs of blind and partially sighted people, is desirable but not essential.
· Background knowledge to services provided to blind and partially sighted people, is desirable but not essential.
· The ability to deal with information in a confident manner.

· Be able to demonstrate commitment to team working.

· Ability to show empathy for others and their individual needs.

· Ability to use assertiveness of, and respect for the service users’ right to privacy and confidentiality at all times both during and outside of working hours.

· Knowledge of and ability to adhere to relevant Health and Safety regulations.

· Knowledge, understanding and commitment to equal opportunities.

· Experience of supporting and empowering people

· Organising and delivering effective services

· Working with or caring for people who are blind, partially sighted or who have dual sensory impairment

· A willingness to maintain effective recording of tasks undertaken in accordance with the systems, policies and practices advocated and adopted by Bradbury Fields

· Being punctual and professional. 

General
At all times act in accordance with the policies and procedures of Bradbury Fields.

Such other duties as may be required and are consistent with the duties and responsibilities of the post.

Additional duties
It is the nature of the work that tasks and responsibilities are, in many circumstances, unpredicted and varied. All employees are therefore required to work in a flexible way when the occasion arises, so that tasks which are not specifically covered by their job description are undertaken. These additional duties will normally be to cover unforeseen circumstances or changes in work and they will normally be compatible with the regular type of work. If the additional responsibility becomes a regular and frequent part of the employee’s job, it will be included in their job description after consultation with the employee.

Confidentiality:

Working within this service, you may gain knowledge of confidential matters which may include personal and medical information about clients and staff.  Such information must be considered strictly confidential and must not be discussed or disclosed without prior authority.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.

Health and Safety:

In accordance with the Health and Safety at Work Act 1974 and other supplementary legislation, you are required to take reasonable care to avoid injury during the course of work and co-operate with Bradbury Fields, in meeting statutory regulations. You are also required:-

· To attend statutory training as required to fulfil your duties.

· To comply with safety instructions and Bradbury Fields’ policies and procedures.

· To use in a proper safe manner the equipment and facilities provided.

· To refrain from wilful misuse of, or interference with, anything provided in the interest of health and safety and any action, which might endanger yourself and others.

· To report as soon as practical any hazards and defects to your senior manager.

· To report as soon as practical accidents and untoward incidents and to ensure that accident forms are completed.

· To follow Liverpool Safeguarding Adults protocols. 

Agency Policies:
All employees are required to implement and follow Bradbury Fields’ policies and procedures and to undergo any training associated with them. 

Probationary Period:
All appointments are subject to a six-month probationary period.


