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Job Description

DEPARTMENT:		Adult Social Care / Supported Living Service

POST:			Assistant Team Leader

GRADE OF POST:		GR07

RESPONSIBLE TO:	Supported Living Manager

JOB PURPOSE:	
To support the Supported Living Manager with the effective and ongoing development, monitoring and evaluation of services provided to people we support and promote a personalised service that responds to individual’s needs and preferences.
To be responsible for providing guidance and instruction to a group of operation staff, involving co-ordination of work, delegating tasks and resolving routine issues.

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· To assist the Supported Living Manager with the development, monitoring and review of Service Delivery Plans, Specialist Guidelines and risk assessment to ensure the service meets individually identified needs.
· To allocate, co-ordinate and monitor the work of the team resolving routine issues and ensuring that individuals are provided with person centred support. 
· To role model best practice to staff and provide informal line management, i.e. point of contact / reference for staff.
· To work within a multidisciplinary framework, ensuring the transfer of information with all involved parties and attendance at individual reviews as and when required.
· To actively promote and support individuals to integrate within their local communities and access a wide range of experiences.
· To monitor finances in line with BCBC policies and procedures, i.e. monitoring cash expenditure and ensuring accurate financial records are maintained. 
· To monitor medication administration and ensure procedures and records are maintained in line with BCBC’s policies and procedures.
· To assist with the management of rotas, e.g. ensuring safe levels of support, staffing hours, cover for leave and absence.
· To undertake personal care tasks when required.
· To have a knowledge of legislation and regulatory standards including Care Inspectorate wales, Domiciliary Care Standards, Social Services & Wellbeing Act, Mental Capacity Act, and Deprivation of Library Safeguards.



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.
CRIMINAL RECORDS CHECK (WHERE APPLICABLE)
This post requires a criminal records check through the Disclosure & Barring Service (DBS)























Person Specification
Assistant Team Leader
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


	· QCF Level 3 Diploma in  Health and Social Care Services (Adults) Wales & Northern Ireland or predecessor qualification recognised under Social Care Wales.
	Yes
	Production of original Qualification Certificates and application form. 

	
	· Must be registered with Social Care Wales by 2020.
	Yes
	

	Knowledge & Experience
	· Experience of working with a diverse group of people with a range of needs such as Autism, Complex behaviours, physical disabilities, communication difficulties, Dementia and complex health needs.
	Yes
	Interview, application form and selection process. 

	
	· Understanding of the principle and expected outcomes to be delivered and linked to the Social Services & Wellbeing Act (Wales)
	Yes
	

	
	· Experience of involving people with a Learning Disability in all aspects of choice and decision making.
	
	

	
	· Ensuring all aspects of planning and support are person centred and reflect needs identified in individual Unified Assessments and Care Plans.
	
	

	
	· Working within Legislative Guidelines, i.e CSSIW, Mental Capacity Act, Safeguarding, Health and Safety etc.
	Yes
	

	Knowledge & Experience 
(continued)
	· Experience of working within a multidisciplinary way involving families, advocates and relevant professionals.
	Yes
	Interview, application form and selection process

	
	· Supporting people to comply with Tenancy Agreements and Housing Association regulations.
	
	

	Skills & Personal
Qualities





	· Ability to communicate clearly and professionally at all levels.
	Yes
	Interview, application form, and selection process. 




	
	· Ability to work independently and as part of team.
	Yes
	

	
	· Ability to receive and give instruction.
	Yes
	

	
	· Ability to work proactively and under pressure.
	
	

	
	· Ability to work flexibly, evenings, sleep ins, weekends and Bank Holidays
· You will be expected to have a motor vehicle available for use on official journeys. Your mileage expenses will be reimbursed based on the locally agreed rate.
	Yes


Yes
	

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