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JOB DESCRIPTION & PERSON SPECIFICATION – BELOW GRADE 8

	SERVICE AREA: Adult Social Care

	DATE PREPARED: 

	SECTION:            Supporting Independence

	GRADE:  7      


	JOB TITLE:          Support Organiser

	EVALUATION RESULT: 558

	EVALUATION DATE: 24 April 2024
	JE NUMBER: NC1734


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: The Adult Social Care vision in Hull is of ‘a life not a service’.  Adult Social Care is person centred and focuses on individuals’ strengths to support them to take control of improving their own health, resilience, and wellbeing. We want to maximise people’s independence so individuals can achieve their goals and aspirations and live life to the fullest. 

The post holder will direct staff to engage and implement Adult Social Care values, vision, and strategy to support people to have a life not a service and to safeguard them from harm. They will champion promoting peoples’ skills and abilities to optimise their independence and maintain their own support networks.

The post holder will assist in the delivery of the Active Recovery Service with constant competing demands. This service is facilitated 24 hours per day, 7 days per week, undertaking staff supervision and development, contributing to the management of the Teams operational functions and strategic directions. Providing short-term practical care and support to individuals in their own homes.  They will complete risk assessments and effective care planning to meet individual need, promoting and maintaining independence enabling people to remain in their own homes.

The post holder will proactively support and encourage joint working across Adult Social Care, primarily between Social Care, Housing, Occupational Therapy, and Health services to ensure services are delivered in accordance with Care Quality Commission requirements and support National Strategic Frameworks and local objectives for performance.








	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	Statutory Obligations - Undertake duties and responsibilities in accordance with the national minimum standards of care issued by relevant bodies e.g. Care Quality Commission (CQC)

	3.
	Prioritises and manages conflicting demands of workload including working with people and Support Assistants in crisis who maybe challenging to engage or hard to help by providing support through conversations, reporting to the relevant department / person, and linking in with other agencies. Has the necessary experience and knowledge to seek guidance and direction in cases where there have been identified issues of risk or safeguarding. Can make decisions such as making temporary amendments to care calls, deciding whether a circumstance needs escalation, deploy more staff to support in a community-based emergency based on the best interests of the people, the staff and the service.

	4.
	Customer Focus – Work proactively and collaboratively across Adult Social Care to deliver an effective, responsive safe service in line with policy and procedure. Promote and support partnership approaches when working with other organisations, individuals, communities, families, and carers providing rationale of when this approach is not appropriate.

To provide leadership to community-based staff with delivering on outcome focused goals, to ensure that people are supported effectively to maintain independence enabling them to remain in their own homes.

To complete person centred, outcome focused care plans, reviews and appropriate risk assessment planning to ensure safe systems of work for the people and staff we support in peoples own homes.

	5.
	Performance Management - To monitor and support staff Performance and the key indicators for the service and undertake case file audits to ensure recording and processes are being followed that deliver better outcomes for people and identify training and improvement requirements.  

To promote the sickness absence policy and procedure ensuring staff have access to and are being supported through back to work interviews, home visits, wellness actions plans, stress risk assessments and referrals to Occupational Health ensuring these requirements are undertaken in a supportive and timely manner in line with policy and procedures and to improve attendance within the service. 

To work collaboratively with colleagues, subordinates, and managers to support, lead and manage a large team of Support Assistants in the community in line with Hull City Councils competency framework to support the city plan in achieving objectives, through improving access to services, developing new ways of working in partnership and making the best use of our assets and budgets.


	6.
	To organise, coordinate and prioritise the day-to-day work of the Support Assistants to provide flexible services to meet the assessed needs of the people we support ensuring ASC pathways are adhered to.

To build and manage effective rostering plans to coordinate Support Assistants in the community ensuring rostering is designed in the most efficient way for the people we support including making decisions that contribute to safe and effective service delivery. Undertaking care calls where there is an operational requirement.

	7.
	To assist the Registered Manager by maintaining up to date and appropriate records of service users as set out in the national minimum domiciliary care standards including initial contacts / monitoring services and reviews including use of Liquid logic and other appropriate care management systems to ensure G.D.P.R compliance, adherence to the Data Protection Act and to safeguard continuity of care.

	8.
	To ensure safe administration of medication through providing supervision and direction to staff undertaking medication duties through observations, spot checks, MRC audits and training. 

To undertake Risk Assessments of individual people, staff, and environment to identify health & safety hazards and evaluate the risks they pose. To assess existing control measures and ensure additional controls are implemented wherever necessary and take any other reasonably practicable appropriate action to ensure health and safety including environmental and/or individual moving and handling risk assessments, workplace stress risk assessments and wellness action plans are completed and implemented.  

To conduct investigations such as missed medication, medication recording errors, medication administering errors, missed and or late calls, code of conduct and Health & Safety investigations in line with Hull City Council policy, ensuring adherence to the Data Protection Act along with GDPR compliance.

	9.
	To support with the recruitment of staff and play a lead role in the induction and training of staff, which may include occasional moving of equipment e.g., commodes, walking frames. Assisting / demonstrating moving and handling techniques. Deliver mandatory in-house ASC medication training and carrying out community spot checks to ensure compliance and identify needs for further training. Support staff who are undertaking assessments of apprenticeships, diplomas and encouraging staff development through championing a positive learning environment. To assist in the suspension of staff and the identification of their training and development needs to maintain a well-trained workforce. Take the lead and be the chair for staff meetings.

	10.
	To have a good understanding of the Mental Capacity Act and the legislation surrounding this. To be able to give guidance and support to Support Assistants in line with the CQC standards to support decision making.

	11.
	To set up and maintain effective communication between a range of health and social care personnel making referrals when appropriate to other agencies or council departments and maintaining effective communication with service users and their families. Attend multidisciplinary meetings with stakeholders for the purpose of best interest outcomes for the people we provide care and support to.

	12.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff: 
Direct line management responsibility for up to 8 - 10 staff but responsible for providing leadership, support, and direction to all staff when on duty.

2.	Responsibility for Customers/Clients: 
Responsible for supporting the Registered Manager in providing an Active Recovery Service for to up to 300+ service users across the Supporting Independence Team, ensuring this is undertaken in a solution focused, person centred approach promoting independence and a life not a service.  

3.	Responsibility for Budgets: 
Responsible for contributing to the budget monitoring through rota management, sickness monitoring and contributing to the preparation of processes for staff wages.

4.	Responsibility for Physical Resources: 
To ensure that appropriate risk assessments in relation to people and staff are undertaken in line with best practice, policy, and procedures. To ensure that people are supported to maintain safety in their own homes with appropriate levels of support. 


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section: 
[bookmark: Text12]Team Members, Active Recovery Team, Hospital Team, Locality Teams, Specialist Services e.g., Mental health, Occupational therapy, Out of Hours, Senior Management, Business Support, Brokerage, Commissioning, Safeguarding, See & Solve etc.,

2.	With Any Other Council Areas: 
[bookmark: Text13]To work in partnership with other agencies to deliver care and support to customers in line with Care Quality Commission Standards. Housing, Occupational Health, ICT, Finance and Training & Development.  

3.	With External Bodies to the Council: 
[bookmark: Text14]To work in conjunction with other agencies to provide support to customers to maximise choice and control in their lives and maintain their independence living in the community.- CQC, Health Organisations, Voluntary organisations e.g. Age UK, Independent Care Providers. 
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Senior Support Organiser (G8)


	
	
	

	Other jobs (peers) that report to immediate line manager
None

	
	This Position
Support Organiser (G7)


	
	
	

	
	
	Direct Reports
Support Assistants (G4)







	
	Supporting Information
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	Occasional moving of equipment e.g., commodes, walking frames.
Assisting / demonstrating moving and handling.

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	Assessments and reviews in people’s homes – can be unhygienic, exposure to pets etc.
Some people may have continence issues, safeguarding concerns. 


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	People can have numerous difficulties which can impact on staff e.g. life threatening conditions, distressing prognosis, family dynamics, safeguarding etc. Exposure to substance misuse and varied challenging needs (learning disabilities, physical aggression and varied mental health needs)






	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Literacy and Numeracy G.C.S.E Grade C or above or equivalent level qualification.
	
	
	AF / CQ

	
	NVQ Level 3 in Health & Social Care or equivalent level 3 qualification.
	
	
	AF / CQ 

	
	Level 3 Team Leader Qualification or equivalent experience, skills, and knowledge with the ability to achieve within 2 years.
	
	
	AF / CQ / I

	2. 
	Relevant Experience:

	
	Experience of successfully managing activity and performance targets.
	
	
	AF / I

	
	Experience of leading, motivating and working as part of a team in a social care environment ensuring the health, safety, and wellbeing of staff.
	
	
	AF / I

	
	Experience of supporting services in the practise of goal setting with person centred outcomes.
	
	
	AF / I

	
	Experience of working in partnership with internal and external stakeholders.
	
	
	AF / I

	
	Experience of supporting learners undertaking level 2 programmes.

	
	
	AF / I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults.
	
	
	AF / I / R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults.
	
	
	AF / I

	
	Ability to undertake assessment; support planning whilst using person centred approaches.
	
	
	AF / I

	
	Decision making in relation to complex and difficult situations.
	
	
	AF / I

	
	Ability to apply tact and diplomacy in challenging situations.
	
	
	AF / I

	
	Ability to organise and prioritise work in a busy and challenging environment.
	
	
	AF / I

	
	Ability to use and navigate various I.T systems and applications.
	
	
	AF 

	
	Ability to communicate effectively (verbal and written).
	
	
	AF / I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults.
	
	
	AF / I / R

	
	Knowledge and understanding of relevant legislation, departmental policy, procedure, and guidance in relation to the people we support.
	
	
	AF / I

	
	Knowledge of Care Quality Commission regulatory requirements.
	
	
	AF / I

	
	Knowledge and understanding of the Mental Capacity Act and the legislation surrounding this.
	
	
	AF / I

	
	Knowledge of the effect of disability including ageing
	
	
	AF / I

	
	Working knowledge of implementing and reviewing risk assessments.
	
	
	AF / I

	
	Working knowledge of supervision/coaching techniques and staff appraisal/performance procedures.
	
	
	AF / I

	
	Knowledge of Active Recovery / reablement pathways
	
	
	AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults.
	
	
	AF / I

	
	Ability to lead and motivate staff
	
	
	I

	
	Influencing and problem-solving skills.
	
	
	AF / I

	
	Excellent awareness of all communication methods e.g., verbal, non-verbal, sign language, expressive behaviour etc.
	
	
	AF / I

	
	Active listening skills.
	
	
	I

	
	Written Skills

	
	To maintain staff and customer files in line with regulatory requirements.
	
	
	AF

	
	Excellent standard of written communication.
	
	
	AF

	
	The ability to write and present person centred care planning and risk assessments.
	
	
	AF / I

	6.
	Other:
	
	
	

	
	Ability to use IT systems to maintain up to date and accurate records including rota management.
	
	
	AF / I

	
	Ability to produce written material in accessible formats
	
	
	AF / I

	
	Ability to work flexibly to suit the needs of the service including early shifts / late shifts / weekends and bank holidays on a rota basis.
	
	
	I

	

	The requirements listed below are not considered during the job evaluation process but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	




	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory:

ENHANCED & ADULT’S BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service 
	x
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or cautions are considered “protected” in line with filtering rules for DBS checks.
	x
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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