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GreenSquareAccord Job Description


	Job Title
	Senior Personal Assistant
	Location
	Furlong House

	Directorate
	Care and Support

	Department
	Care and Support 
	Date updated
	

	Job Family 
	 C&S 
	Grade
	

	Organisational Structure

	Reports to Heads of services, Registered Manager & Deputy Manager

	Role Purpose

	

	Key Accountabilities

	
Work as part of a team and support the Deputy Manager and Registered Manager to deliver care and support service outcomes, including acting as a key worker, developing and managing care and support plans, actively engaging with service users to promote independence and choice, supporting service users in making decisions about their life. 
Work flexibly providing care and support to service users in aspects of their daily living. 
Act as the service users champion in a nominated area of responsibility. 

Promote Independence 
 To undertake assessment and care planning of service users. 

 Provide support to service users in all aspects of daily living including housing related support, delivering personal care, meal preparation, dressing, medication administration, etc, as detailed in care and support plans. 

Service user participation 
Promote service user empowerment; support service users to help them express their views and make informed choices and decisions in respect of care and support plans, complaints, concerns and compliments, how services are delivered and managed, the maintenance and repair of the buildings and equipment, activities at home and community engagement, and the appointment of staff. 
Working in a team and with others 
 Contribute positively to working in a team, participating in service delivery reviews and service user meetings 

 Work with colleagues to lead and, when requested, directly deliver in activities and services for service users, as well as sharing in the domestic tasks that support the overall running of the service for example, shopping, preparing meals, maintaining environmental hygiene, and undertaking cleaning. 

Working with the Team 
 Have direct responsibility for managing a team of Personal Assistants. Work with the Service Co-ordinator and District Manager to ensure that there is an appraisal, development plan and supervision for Personal Assistants. 

 Deal with any specific issues that arise from situations on that shift, either at a scheme or with staff working off site, and ensure effective staff cover on that, and subsequent shifts. 

 Taking appropriate action on any potential complaints, safeguarding issues, accidents and incidents. 

Liaising with others 
 To ensure that tenants well being is monitored and any concerns raised with the appropriate person. 

 Liaise with the Facilities Manager in relation to Accord premises repair and maintenance. Ensuring that tasks required to support this are allocated and monitored on their behalf. Work positively with Accord colleagues, participating in Accord Group wide events and training. 


Liaise and work with other agencies, health and social care professionals, families and carers, working together positively to meet the needs of service users. 

 To communicate positively and effectively with other team members, and act in a professional manner while on duty and when representing Accord. 
Compliance Requirements 
 Comply with the requirements of Statutory Regulation, Policy and guidance at all times in relation to; 
 Quality and compliance 
 Safeguarding 
- Health and Safety 
- Financial records 
- Service records 
- Risk assessments 
- Medication administration 

Other Personal Responsibilities 
 Ensure your conduct at all times is in line with the General Social Care Council code of conduct. This includes maintaining professional boundaries and effective timekeeping. 

 To actively participate in training and development opportunities appropriate to the post, including induction, staff meetings, supervision, appraisal and any other service related events. 

 Undertake any other duties commensurate with the role, required in conjunction with the post and delivery of the service. 



	The GSA Way

	Our commitments are the culture that defines who we are, they shape the way we interact with our customers and colleagues, impact the way we prioritise and make decisions, and are the way we do things around here.

As a GreenSquareAccord colleague, you are expected to demonstrate our core commitments of the GSA Way. These are:

· We believe our customer is everything
· We are one team 
· We are supportive and caring
· We are business-minded for social purpose
· We are curious and ambitious.



	Working Relationships and Contacts

	Internal
	· GreenSquareAccord Limited managers.
· GreenSquareAccord Limited employees.

	External
	· External companies and other Housing Associations.
· GreenSquareAccord Limited suppliers.
· GreenSquareAccord Limited customers/residents.
· Members of the public.
· Members of Parliament.
· Police and other emergency services.
· Local Authorities and registered social landlords.

	Other

	
· Undertake other duties as may reasonably be required.
· Actively contribute and participate in PDR development reviews and discussions, supervision meetings, and other meetings, as required.
· Complete training that is relevant for the role.






Person Specification

A person specification is a list of the essential an/or desirable qualities which candidates should possess. It should be structured in such a way that it can be used as the framework for the shortlisting and interview process.  The specification should relate to the job description and contain all the qualities that are required to carry out the job effectively. It should avoid criteria that are not genuine requirements related to the duties of the post. The requirements should be clear and specific.


	QUALIFICATIONS AND TRAINING

	Essential
	Desirable

	NVQ Level 2 in Social Care or willingness to work toward qualification. 
Basic level of education. 
Other relevant qualifications in Health & Social Care and a willingness to undertake training. 
Ability to use Microsoft Office. 
	



	KNOWLEDGE, SKILLS AND EXPERIENCE 

	
	Essential
	Desirable

	Leadership
	· Manages difficult conversations and conflict effectively.
· Able to delegate and empower others.
· Able to build trust with others and an environment that encourages motivation.
· Able to manage people in line with corporate policies & procedures, e.g. performance, capability, conduct, reward, sickness etc.
	· Understanding and implementing principles of effective change management.
· Understanding of delegations, and approvals.
· Understanding of the importance of designing processes to add value which are then fully understood and consistently applied

	Analytical
	· To operate with autonomy. To operate effectively and make good quality decisions with little information
· Compile reports to Leadership, and executive detailing complex technical programme progress or exceptions in a non-complex way
	· Demonstrable use of Analytical tools such as Excel and Power BI

	Financial
	· Experience of raising purchase orders, getting invoices authorised and tracking spend against agreed budgets.
.
	· Ability to understand business consequences to financial performance.

	Problem solving
	· Dealing with complex problems that have a variety of solutions and making the case for the best one.
· To operate with autonomy. To operate effectively and make good quality decisions with little information
	· Ability to gather relevant information from a variety of sources to enable sound decisions to be taken.
· Able to identify several options to solve the root cause of a problem and analyse the pros and cons of each option to arrive at a sound decision.

	Influencing
	· Delivers high quality results in a timely manner.
· Ability to plan, organise and successfully execute multiple tasks simultaneously with timeliness and accuracy.
	· Good organisational, time management and prioritisation skills with the ability to meet deadlines and to determine an appropriate course of action in spite of changing demands.

	Customer focus
	· Ability to communicate and work with internal and external customers, stakeholders and colleagues at all levels, with varying needs and involve them in the development of services
· Experience of working in stressful environments and diffusing, mediating and calming situations and emotional, difficult or distressed people
	· Experience of identifying opportunities to improve the customer experience and following through from concept to delivery

	General knowledge & advice
	· Good working knowledge and experience of using of Microsoft Office software such as Outlook, Word, Excel, PowerPoint
	· Experience of HR Information Systems e.g. OpenHR and their functionality, such as employee self-service, workflows & payroll.
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