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Job Description

DEPARTMENT:	Integrated Specialist Assessment Services

POST:			Service Support Assistant

GRADE OF POST:		GR03

RESPONSIBLE TO:	Integrated Specialist Assessment Manager

JOB PURPOSE:	
Acting in a support capacity to ensure that the training facility and demonstration areas are maintained and are operating to the required standard.  Undertaking inspections and identifying any significant defects and concerns, in the wider building & grounds.  

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Setting out the training facility in line with the programme of training to be delivered.
· Checking the identified requirement of specialised equipment for the delivery of training and reviewing and reporting any defects or concerns following training.
· Undertaking checks on the demonstration area to ensure that it provides a safe environment for visitors to the building who have a physical and sensory impairment. Take action to rectify any issue identified.
· Assisting in the checking and stacking of equipment and goods delivered to the building and identifying any irregularities and dispose of waste packaging in line with BCBC guidelines.
· Supporting planned deliveries and facilitating maintenance calls.
· Contribute to the management of infection control within the building.
· Undertaking daily rounds of the building and grounds.
· Supporting operational teams in terms of their accommodation.
· Monitor safety of car park use.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.






















Person Specification
Service Support Assistant

The following attributes represent the range of skills, abilities and experiences etc relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).

	
Attributes

	
Requirements
	
Essential

	
Method of Evaluation/Testing

	Qualifications, Education & Training

	· A good standard of education or an ability to demonstrate competence through experience.
	Yes
	Production of original Qualification Certificates and application form. 

	Knowledge & Experience
	· General knowledge of health and safety.
	
	Interview, application form and selection process. 

	
	· Knowledge of correct lifting techniques for inanimate objects.
	
	

	
	· An understanding of the effects of sensory loss on individuals.
	
	

	Skills & Personal
Qualities





	· An ability to form constructive working relationships with colleagues and other agencies.
	Yes
	Interview, application form, and selection process. 




	
	· Ability to communicate with people with sensory loss.
	
	

	
	· An ability to make decisions appropriately.
	
	

	
	· An ability to communicate verbally and in writing.
	Yes
	

	
	· Ability to think clearly.
	Yes
	

	
	· An ability to maintain paperwork e.g. issues relating to the training and demonstration.
	Yes
	

	
	· Commitment, reliable and flexible.
	
	

	
	· Committed to providing a clean, presentable work location.
	
	

	
	· Committed to providing a clean, presentable work location.
	
	

	
	· Ability to use initiative.   
	Yes
	

	
	· Ability to manage time and prioritise workload.
	
	

	
	· Ability to show empathy towards Service Users.
	Yes
	

	
	· The ability to greet customers through the medium of Welsh is a requirement for this post.
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