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BETHANY CHRISTIAN TRUST

JOB DESCRIPTION – RELIEF/POOL STAFF
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JOB DETAILS
	Job Title
	Casual Relief/Pool Worker
	Line Manager
	As per venue

	Grade Level
	Level 3
	Spine Pt Range
	19 - 23

	Section/Unit
	
	Directorate
	Operations 

	Location
	Care and community units as appropriate – Units in Edinburgh

	Hours
	Casual only
	FTE
	37.5

	OR
	Required to have a genuine and active Christian faith and commitment
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JOB PURPOSE
The relief staff provide a valuable support to permanent staff during times of sickness and holiday absences/staff shortages.  To work as part of a team to ensure the smooth daily running of the unit and to help create a safe, supportive caring and empowering environment for service users.   To provide a high standard of care, among others.
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MAIN RESPONSIBILITIES                                                                          Approx. 
	                                                                                                                      % of time
	 

	· To provide quality support to service users by taking part in the general household activities including room cleaning and cooking as required and ensuring a safe environment within the unit/service
· Provide support to permanent staff as required by undertaking general  admin duties such as answering the phone, door keeping, updating files and other such tasks as directed
	50 %
50%
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SPECIFIC REPONSIBILITIES
4.1
  Residential care

· Act on information/ instruction from hand over from previous shift

· Cleaning/cooking duties as required

· Check service users in and out of the building in accordance with unit policy

· Answer phones and take messages

· Record & update service user files and other relevant documentation as appropriate

· Deal appropriately with service users’ challenging behaviour as necessary

· Befriend clients appropriately

· General administration duties as required

· Sleepovers as required

· Report to handover team at end of shift

4.2
  Community Care Services

· Plan visits/intervention with service users

· Maintain accurate records for service users as required

· Ensure all flats are adequately looked after and maintained

· Help with household tasks and shopping

· Escort service users to appointments

· Oversee and dispense medication as required

· Liaise with other units in Bethany and a wide range of outside agencies

· Clean and prepare flats for occupancy

· Move service users’ belongings into new tenancies

· Deal with all appropriate forms and assist clients in completing forms

· Help clients with budgeting

· Liaise with housing management re repairs and maintenance

· Be on call evenings and weekends as required

5
PROBLEM SOLVING
· Determining the best approach in dealing with immediate service user issues

· Manage a difficult workload with, at times limited resources, requiring a creative and
       flexible approach.

6
DECISION MAKING
· The relief/pool worker will be involved in day to day decisions in consultation with
     permanent staff and line manager.
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KEY CONTACTS AND RELATIONSHIPS
· Colleagues – work alongside and develop healthy and appropriate relationships with permanent staff contributing to a high level of team work
· Service users – cultivate a caring supportive environment, delivering a quality service

· External agencies – supporting the manager, team and service users by exhibiting appropriate relationships with such agencies for the benefit of service users.
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KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB
The essential qualifications and characteristics that will be required of the person undertaking the role are:
· Good general standard of education 

· Experience of working with vulnerable and homeless people 

· An understanding of mental health issues, addiction problems and chaotic behaviour 

· Experience of team working
· Excellent interpersonal skills

· Strong organisational skills 

· Ability to deal appropriately with challenging behaviour 

· A commitment to working in partnership with other organisations in order to fulfil the company’s aims and objectives 

· Ability to maintain clear and accurate records and paperwork

· Flexibility to respond to a changing environment 

· Be sympathetic with and supportive of the aims of the Company as expressed in its mission and values statements 

· To be able to show God’s love in action as an outworking of personal Christian faith to all stakeholders

9 DIMENSIONS 

· The post holder has no direct reports

· Post holder will have considerable dealings with service users

· Post holder will have limited dealings with external agencies and stakeholders across the Organisation

· The post holder will work closely with and report to the duty manager/line manager of the unit/service

10
QUALITIES AND ATTITUDES

· Customer focused with tenacity and drive

· Flexibility and openness to change

· Credible and professional team worker
· Culture - Our standard is LOVE
· We SERVE others before ourselves
· We VALUE each person

· Ethos – We demonstrate:
· Compassion
· Humility

· Authenticity

· Respect

· Affirmation

· Courage

· Truthfulness

· Excellence

· Relationships
· The post holder will be expected to promote a common understanding of what the organisation’s values mean, and critical to success, consistently model the values in all activities and relationships.
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JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION
The post holder is required to have an active Christian faith on the basis of the face to face contact the post holder will have with service users in facilitating their increasing independence through physical, emotional and spiritual support
The post-holder is required to participate in Christian worship in a work setting and respond to questions about the Christian faith from personal experience, in order to contextualise Bethany’s Vision of working with vulnerable people as an expression of Christian love in action.

This post, under the Protection of Vulnerable Groups (PVG) Scheme undertakes regulated work as part of the normal duties and therefore requires membership of the PVG (Adult) scheme by the post-holder
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CREATION AND REVISION

	Created
	September 2012

	For Review
	September 2013

	Reviewed
	December 2017
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