April 2009
Dear Applicant

JOB TITLE:
Support Workers, registered and non registered schemes
BASED:
London
REF:

SW160
SALARY:
£23,000 pa plus annual performance bonus
Contract:
Various. Full time hours are 37.5 hours per week.  You will be required to work a 24 hour/7 day a week rota including sleepins.
Please find enclosed:

Application Form

Job Description

Person Specification
Competency Profile
Guidance Notes

Equality & Diversity Statement 

Please do not complete more than 2 extra sheets (single sided) when completing the section on the application form marked ‘Further Information’.  There is no closing date for this ad as we are continuously recruiting more support workers.  Applications received will be shortlisted monthly.
PLEASE ENSURE YOU RETURN YOUR COMPLETED APPLICATION FORMS TO THE HR DEPT AT FAMILY MOSAIC GROUP, ALBION HOUSE, 20 QUEEN ELIZABETH STREET, LONDON, SE1 2RJ.  

Unfortunately, because of the resource implications, we will not be able to reply to those candidates who are not shortlisted.  
I look forward to receiving your completed application form.

Yours faithfully

Malini Indrasenan

HR Advisor (Recruitment) 
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	Directorate:
	Supported Housing

	Job Family:
	Care Services

	Reports to:
	Team Leader 

	Responsible for:
	None

	Budget Responsibility:
	None


KEY RESPONSIBILITIES

· to provide practical support and assistance to people with severe and enduring mental health needs to help them sustain their own tenancies.

· to work as part of the care team with input from community mental health services
· to ensure each resident is treated as an individual with respect for their privacy, dignity and independence;

· to ensure each resident is assisted to support themselves and is fully involved in the running of the scheme including gardening leisure activities, taking up education or employment opportunities, emotional and mental health, managing money shopping cooking, cleaning and the management of personal hygiene

Tasks

· each resident’s needs are assessed and support plans are developed to meet those needs; 

· clear, accurate and timely records are made;

· ensure that all relevant laws, guidance and good practice theory for the provision of mental health services are observed, including the requirements of the Care Programme Approach;

· agreed policies and procedures are followed;

Communication

· To ensure that there is clear communication on all matters relating to service delivery

· To ensure that each resident living at the scheme receives information about the services and  support in a way that they can understand;

Housing Management

· maintain a good quality environment for residents to live and staff to work in;

· ensure that buildings, fixtures and fittings are properly maintained;

· be aware of health and safety legislation and to apply it in the workplace;

· assist residents to access benefits, rent payments and manage arrears and domestic bills;

Finance

· ensure proper recording of all financial transactions relating to the scheme within current standing procedures;

· contribute to the discussion with residents, staff, and the Mental Health Services Manager when reviewing and setting the scheme budget;

Risk Management

· Participate in the implementation of strategies to ensure that risks to tenants, staff and the community are rigorously assessed and managed. 

· To report and liaise with colleagues, partnership agencies and other stakeholder concerns regarding risk in line with organisation’s confidentiality policy. 

Other duties

· maintain confidentiality;

· participate in staff group, team meetings and training courses;

· work on a rota including weekends and bank holidays;
· To take part in Tenant Involvement Training when requested and to ensure the tenant’s views are heard in relation to tenancy/support issues.
· implement the association’s equal opportunities policy as an integral part of all duties and observe the letter and the spirit of the policy at all times;

· undertake any other reasonable requests from your line manager.


KEY RESPONSIBILITIES

· to provide personal care and assistance to people with severe and enduring mental health needs to remain as independent as possible

· to work as part of the care team with input from community mental health services
· to ensure each resident is treated as an individual with respect for their privacy, dignity and independence;

· to ensure each resident is assisted to support themselves and is fully involved in the running of the scheme including gardening leisure activities, taking up education or employment opportunities, emotional and mental health, managing money shopping cooking, cleaning and the management of personal hygiene
· to encourage and promote tenant involvement, empowering tenants and involving them, when relevant, with the Tenant Participation Officer

Tasks

· each resident’s needs are assessed and support plans are developed to meet those needs; 

· clear, accurate and timely records are made;

· ensure that all relevant laws, guidance and good practice theory for the provision of mental health services are observed, including the requirements of the Care Home Regulations and Care Standards Act;

· agreed policies and procedures are followed;

Communication

· Ensure that there is clear communication on all matters relating to service delivery

· Ensure each resident living at the scheme receives information about the services and support in a way that they can understand;

Housing Management

· maintain a good quality environment for residents to live and staff to work in;

· ensure that buildings, fixtures and fittings are properly maintained;

· be aware of health and safety legislation and to apply it in the workplace;

· assist residents to access benefits

Finance

· ensure proper recording of all financial transactions relating to the scheme within current standing procedures;

· contribute to the discussion with residents, staff, and the Mental Health Services Manager when reviewing and setting the scheme budget;

Other duties

· maintain confidentiality;

· participate in staff group, team meetings and training courses;

· work on a rota including weekends and bank holidays;

· implement the association’s equal opportunities policy as an integral part of all duties and observe the letter and the spirit of the policy at all times;

undertake any other reasonable requests from your line manager.

· Person Specification and Competencies
Support Worker 

The competencies (headlines) and skills set out beneath them that are necessary to carry out the duties of Support Worker are detailed below.  You should consider each of the competencies and skills in turn and in your application give examples that demonstrate how in your current or previous work you have gained the skills and experience required.   

Please note, you can demonstrate the necessary skills from any previous work; they do not have to have been gained within an identical (SW) post.  The only exception to this is in Technical Skills which may demand specific experience. 

Technical Skills 
· Care related experience of people with mental health needs is desirable or alternatively similar experience working in another capacity is also acceptable if clearly demonstrated

· Some experience of the provision of planned programmes of care and support (or demonstration of similar, equivalent experience)

· A satisfactory Enhanced Criminal Record check. Family Mosaic will apply for this prior to successful candidates starting work with the organisation. 

· Staff will be encouraged to achieve an NVQ at a level appropriate to their scheme. 
· Effective written verbal and communication skills
· Excellent time management skills

· Some posts require experience working with people with forensic backgrounds or experience working with people with dual diagnosis issues (i.e. drug and alcohol dependency issues). However, this is not essential to all posts.

Pleasing the Customer

· An understanding of customer service in a service delivery setting. 

· Demonstrable experience of anticipating, meeting and improving standards set for customer service. 

· An appreciation of the particular needs of the Support Worker’s customers.  

Communicating Effectively 

· Demonstrable experience of and the understanding for good record keeping and information recording. 

Business Awareness

· A good understanding of mental health issues (these can have been learned in any capacity) 

· An awareness of the Care Standards Act

· Implementing health & safety Legislation

· Able to implement the Association’s equal opportunities policy as an integral part of duties. 

Team Working / Learning & Developing 

Demonstrable experience of: 

· Working and communicating with colleagues; 

· Continuously updating your knowledge and sharing information; 

· Building strong relationships to complete the work in an enabling and positive atmosphere.  
GUIDANCE NOTES TO APPLICANTS

Thank you for applying for a recruitment pack.  The covering letter indicates what details should be included in the pack.  All packs will contain a job description and the person specification listing the skills needed for the post, a list of the competencies, an application form and our Equality & Diversity policy.  
Family Mosaic shortlists applicants for interview by matching the details given on the completed application forms against the job description and the necessary skills stated.  We will be looking for clear evidence to show whether or not an individual’s experience, skills and knowledge match those set out in the job pack.  
All parts of the skills and competencies should be addressed, as information not given or made explicit on the application form cannot be taken into account in the shortlisting process.  Please note that CVs are not accepted and any information given on a CV cannot be considered.

It is therefore important that you pay particular attention to these documents and make reference to them whilst completing your application form in a precise but informative manner.

The presentation of the application form is also important.  Care should be taken in completing the application form.  Forms will be photocopied and therefore should be typed, printed on computer or completed in black ink.  If hand written, the handwriting should be legible.  Depending on the level and type of tasks involved in the job, standards of English ie. Spelling and grammar may also be taken into account in the shortlisting process.

Written communication skills can also be judged by the way the application form is completed, ie. the standard of English, organisation of information given on the application form and the quality and clarity of the information given.

Section 4 of the form (section 5 if you are completing the online application form) is the most important part of the form as far as ‘making your case’ for shortlisting goes.  Please use this section to make clear what skills, knowledge and abilities you have, citing whatever evidence you can.  If you have not been in work before or recently, or if you have not been in a similar job before, you should consider whether you have gained any useful skills or experience in, for example, voluntary roles, perhaps helping with a local group or club.

You are advised to draft out your application before completing the form; it would also be a good idea to take a photocopy of your application for reference purposes.  Your completed application form should be returned by 4 pm on the closing date.  Late applications will not be considered under any circumstances.  Good luck with your application.

Family Mosaic
Equality and Diversity (Ten key themes)

Family Mosaic recognises that certain groups and individuals are more likely to suffer discrimination and face inequality through unfair or unreasonable behaviour towards them.  As an employer and provider of housing, we are committed to making sure that no one receives less favourable treatment because of their race, gender, disability, AIDS/HIV status, age, sexuality, religion or creed.

The organisation will abide by the Disability Discrimination Act 1995, Race Relations (Amendment) Act 2000, and the Sex Discrimination Act 1975, and will implement the provisions of the CRE codes of Practice for Rented Housing and Employment, the EOC Code of Practice for Employment, and the National Disability Council’s Code of Practice.


Family Mosaic will:

1.
Have an open and accountable allocations policy.

2. 
Provide services that meet the needs of the diverse nature of our client group.


3.
Be sensitive to the needs of vulnerable individuals and groups.


4.
Take action against staff, tenants, partners or contactors who are guilty of harassment.

5.
Support disadvantaged groups by helping them to meet their housing needs.

6.
Monitor allocations, recruitment, complaints and appointment of contractors to ensure equality in standards of service and access to opportunity.

7.
Build homes which meet the needs of all sections of the community.  

8.
Employ people who reflect the diverse range of people we serve.  If certain groups are under-represented we will take positive action to improve the situation.

9.
Try to employ local contractors who reflect the communities they serve.

10.
Aim to ensure that our committees, advisory panels, working groups and Board represent the needs of the diverse nature of our client group.

JOB DESCRIPTION


Support Worker –   Flexible working 





JOB DESCRIPTION


Support Worker


Registered Care   








