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HR10 Job Description Template 	
JOB DESCRIPTION:  SPECIALIST SUPPORT WORKER
REPORTS TO: Service Manager	
DEPARTMENT: Southwest - Pembrokeshire & Ceredigion
DIRECT REPORTS: N/A
HOURS OF WORK: Zero-Hour / Relief Contract (To cover holidays & absence)
BASE: HOME BASED

KEY RELATIONSHIPS

To maintain excellent relationships with:

· AD clients, contractors, suppliers, providers, partners, local authorities, NHS partnerships.
· All other AD-related departments and sections as well as colleagues.

SCOPE

Our Specialist Support Workers promote clients’ independence as much as possible by providing personalised support, empowering clients to carry out daily tasks, and supporting them with communication where necessary, to access services in the community.

AD Care and Support Service prides itself on enabling clients to lead more enriched and fulfilled lives, increasing their confidence, reducing isolation, and working with people to achieve their potential and personal outcomes.

The post holder is responsible for supporting Deaf Adults some of whom may also have additional /complex needs to gain their independence and confidence in the community. 

Support can range from help with paperwork / bills at home, social inclusion, emotional support, attending medical appointments, exploring for possible employment/education. 

RESPONSIBILITIES & DUTIES

· To deliver specifically and appropriately personalised support to clients, empowering them to develop independent living skills and facilitating access to the wider community.
· To support clients to complete everyday living tasks, e.g. payment of bills, managing correspondence, managing cooking and meals and other their daily living skills
· To facilitate access to local communities, facilities, services, information, and opportunities.
· To ensure that client confidentiality is maintained.
· To liaise with the AD Service Manager and Deputy managers regarding clients’ current and emerging support needs and outcomes.
· To attend agreed training and development opportunities.
· To keep accurate records, including timesheets, client records, etc., and carrying out all the essential administrative tasks relevant to the post.
· To attend and contribute to Departmental / staff meetings as required.
· Following the care & support plan of the individual.
· Making sure all paperwork is maintained and up to date. 
· Attend training
· Attend and contribute to Regular 121 supervision. 
· Follow Action Deafness policies and procedures.
· To maintain and work with an up to date knowledge of each individual’s preferred method of communication.

REQUIRED SKILLS

· Ability to maintain positive interpersonal relationships with clients and those in their support network, colleagues, and other professionals.
· Organisational skills, including the ability to complete and maintain client records and other relevant paperwork in a timely manner.
· Advocacy skills.
· Deaf awareness.
· Focused on client’s needs and desired outcomes
· Understanding of positive risk taking and promoting independence
· Research skills required to source potential activities for clients to access.
· Ability to use own initiative.
· Advanced planning skills.
· Ability to communicate with a diverse range of people in a wide variety of settings.
· Demonstrate a polite, sensitive, professional approach with an understanding of both professional and personal boundaries.
· Ability to work individually and as part of a team.
· Computer literate.
· Reliable, demonstrate enthusiasm and personal drive.
· Demonstrate an understanding of and commitment to Equality, Diversity and Inclusion (EDI), ensuring fair and equal opportunities in all aspects of the role. And in particular empowerment of D/deaf people.
· Demonstrates highly effective communication skills that meet the individual needs and learning styles.
· Able to adapt interventions according to the needs of audience and the context. 
· IT competent in the use of Microsoft Office Applications and other Action Deafness’ bespoke systems.


REQUIRED QUALIFICATIONS

Essential
· Current First Aid Certificate and Safeguarding and Protecting Children / Vulnerable Adults awareness and understanding
· Good communication skills, ability to communicate using basic BSL  
· Willingness to learn BSL level 1 and 2 is essential 
· The post is offered subject to an acceptable Enhanced DBS disclosure.

Desirable: 
· BSL level 2 desirable
· Adult Safeguarding training. 
· Experience of working in the voluntary / statutory sectors. 
· Lived / personal experience of Deafness.

REQUIRED COMPETENCIES

	Core Competences
	Outcomes

	Self-Awareness and Management
Definition:
Self-awareness is an understanding of your own emotions and how they impact on your own behaviour and/or the behaviour of others.  It is also about understanding your own strengths and limitations.
	· Understand the need to be strong and positive in the face of adversity but also recognise areas of one’s own weaknesses and when to seek guidance and support.
· Seek feedback and consider it carefully.
· Look for appropriate opportunities to improve areas of weakness.
· Manage emotions so as to minimise negative impact on others.
· Consider approach at meetings to suit needs of others, rather than own preferences.
· Demonstrate critical reflections of own practice and behaviour by regularly seeking feedback from peers and managers.
· Highly self-motivated and able to work under own initiative and direction, as well as under guidance, to achieve stated objectives within the necessary timescales.

	Leadership and Management
Definition:
Leading, encouraging, inspiring and supporting others to develop confidence and capability to help them realise their full potential. Managing resources and holding others accountable.
	· Communicate and gain stakeholder commitment to AD’s vision in accordance with the corporate strategy.
· Provide positive leadership traits and able to inspire and influence stakeholders.
· Demonstrate personal integrity whilst dealing with colleagues and stakeholders.
· Able to actively listen and influence others.
· Continuously seek and/or encourage others to seek opportunities for different and innovative approaches to addressing organisational problems and opportunities. 
· Ensures Health and Safety guidelines are adhered to, to mitigate risk.


	Relationship Building and Team Working
Definition:
Building bonds with others to work collaboratively across organisational boundaries and using these to persuade or gain support to achieve positive outcomes and goals for Action Deafness.
	· Demonstrate collaborative team working through integrity and behaviours.
· Demonstrate positive and constructive collaboration between colleagues to contribute towards a positive team-working environment.
· Identify relationships that are not strong, meet the individual(s) concerned to establish why and initiate actions to build and enhance the relationship(s).
· Challenge others with respect and courtesy.
· Create new opportunities for individuals to work together, break down barriers that may get in the way of effective team working.  Challenges others to do the same. 


	Innovation and Flexibility
Definition:
The ability to formulate new ideas or to adapt or use existing ideas in a new or unexpected way to solve problems, and to think ahead to spot or create opportunities and maximise them.

	· Is innovative, proactive and solution-minded.  
· Is prepared to consider changes to own practices.
· Responds to new ideas by discussing why they might work instead of telling others why they won’t work.
· Is willing to investigate options in depth, even when they are the ideas of others.
· Works in a flexible and agile manner to meet the needs of members, clubs, coaches, volunteers, officials and colleagues. 





ADDITIONAL INFORMATION
· The post holder must maintain the appropriate standard of confidentiality and comply with Action Deafness’s Rules, Policies and Procedures.
· Car owner/driver (essential) - expenses reimbursed in line with AD expenses policy.
· Personal circumstances must allow the candidate to work evenings and weekends and on occasions extended hours during times of peak activity including international trips away.
· This Job Description may be subject to change at the discretion of Action Deafness and in accordance with business developments.  Any changes will be communicated to and consulted with the post holder appropriately. 
· Willingness and flexibility to travel to and from clients’ homes and to accompany them to a variety of venues. 
· Willingness to undertake further training as required. 
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