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Role:           


Personal Assistant (Complex)
Reports to:


Project Co-ordinator/ Project Manager
Reports:



none
Hours of work:      

Part time
Budgetary accountability:
nil
Budgetary influence:

nil
Job Purpose
To encourage and support individual service users to define and develop their chosen lifestyle in accordance with their person-centred plan. 

To ensure they are involved in the planning of their service, including preferred communication and feedback preferences, way of working, signposting and advocating, presenting a friendly and helpful personality at all times. 
Accountabilities
1. To work as part of a team, though often working alone with an individual service user, to 

encourage and enable service users in making day-to-day choices and major life decisions, signposting as appropriate, and to develop a positive self-image and maintain good health. 
2. To support service users to develop relationships, including intimate relationships and to maintain contact with family and friends.
3. To work in line with an individual’s positive behavioural support plan, reporting any incidents and changes in behaviour support plan.

4. To be responsible for organising activities and leading the shift, taking responsibility and dealing with issues as they arise, under the guidance of the Project Co-ordinator or Manager.
5. To provide service users with the agreed necessary support to maximise their independence and to develop social and life skills.
6. To enable people you support to take risks as part of life experience and to ensure these risks are assessed, agreed and recorded in line with Trust policy. 
7. To take responsibility for safeguarding those that you support so that the likelihood of abuse occurring is reduced.
8. To communicate with all people in an effective way that recognises preferred communication styles and to build positive working relationships, ensuring you identify early signs of distress.
9. To take an active responsibility for your own development by attending relevant training (both internal and external), or engage with e-assessments and e-learning to maintain specified level of competency.
Other
Special demands. This should include any extraordinary conditions applicable to the job (for example, heavy lifting, 

exposure to temperature extremes, prolonged standing, or travel, shifts). –

Key results area/measures for the role

The following areas are measured by a variety of methods such as feedback from Managers,

service users, delivery of personal objectives by the individual via the performance management system

and results from Operations KPIs.

1. Individuals are appropriately supported to develop a fulfilling life in the community through your commitment to delivering a personalised service.
2. Successful and effective team working is achieved, to support individuals to maximise their independence and choice over daily living activities and lifestyle.

3. Service users and colleagues are treated with respect and dignity.

4. You reflect on practice, accept and offer constructive feedback in a positive way and work towards continuous improvement, evidenced through service records e.g. care/ support plans.
5. Finances are used effectively and efficiently.
6. People you support are aware of how to complain and you act as an advocate on their behalf.
7. People you support have their welfare benefits maximised by appropriate signposting to external specialist agencies.
8. Your commitment to personal development is evidenced through your engagement with the PDR and other performance management processes.
9. The morale and wellbeing of your colleagues is promoted and actively supported; a healthy, supportive and pro-active attitude is promoted to internal and external customers at all times.
Person Specification

	
	Essential
	Desirable/Ideal

	Qualifications
	Educated to GCSE Level A-F or equivalent in Maths and English or achieve required standard in numeracy and literacy and values assessments.
	

	Skills
	Strong communication skills with the ability to communicate effectively with team members, service users and a range of stakeholders.
Organisational skills to ensure tasks are completed in line with service requirements
Willing to learn new ways of working.
Ability to use Microsoft Office or similar packages.
	

	Experience
	Of being able to identify issues and develop a logical and clear approach to problem solving, with the ability to resolve conflict using own judgement


	

	Other
	Have a caring manner and a tolerant nature.

Be dependable, cheerful, patient and kind.
Respectful of boundaries, with a commitment to confidentiality
Willingness to be flexible, adaptable and positively responsive to change

Willingness to learn and use skills appropriately 
Commitment to delivering a high quality service and to support the aims of the Trust
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