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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: Adult Social Care 
	
	DATE PREPARED: 23 January 2025
	

	SECTION:  Regulated Services and Internal Provision 

	
	GRADE: 4
	

	JOB TITLE: Activity Organiser 
	
	EVALUATION RESULT: 427
	

	EVALUATION DATE: 
	16th April 2025
	JE NUMBER: NC2577
	

	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 individual’s strengths to support them to take control of improving their own health, resilience and wellbeing. We want to maximise peoples independence so individuals can achieve their goals and aspirations and live life to the fullest .We work creatively with individuals ,local communities, and our partners , empowering them to deliver the best possible outcomes for people and to create a positive Adult Social Care culture .Our work is solution focused , ensuring that those who most need support receive it and that we can continue supporting people in the future. Ensure least restrictive practice is fully supported and embedded.

To enable the people using our service to enjoy a fulfilling quality of life based on their individual care and support plan.

To respectfully provide a safe and caring environment that enhances peoples lives through support and encouragement.

To ensure what is important to the person and how best to support them is achieved through person centred practice.



	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 To provide direct support, guidance, supervision and care which meets  the person’s assessed needs, in accordance with their service agreement and agreed care and support plan, on an individual or group basis.

	3.
	To support with and administer medication in line with the universal medication policy if this is a requirement of the plan following agreed policy and procedures. Maintenance of appropriate records, such as individual medication records and records for checking medication in and out of the building.

To attend to the physical and emotional needs of the people the service supports, whilst always promoting dignity, privacy, independence and personal choice. Tasks include supporting with and undertaking personal care, toileting, washing, dressing, assisting with eating and drinking, PEG feeding, postural management, catheter, abdominal massage, stoma care, and support and direction with following prescribed diets to ensure safe and adequate intake of nutrition and hydration. 

To provide encouragement, support and guidance to assist people to completing as much as they can for themselves to encourage development or maintenance of independent skills. 

	4.
	To participate in the identification of needs and reporting of changes and concerns to a line manager, such as changes in moving and handling requirements, changes in health and wellbeing or safety concerns. 

Undertake daily record keeping including on digital platforms, and monitoring of health and wellbeing such as completion of mood and behaviour charts, epilepsy monitoring, food intake, dietary, bowel charts and incident reporting forms. following guidance and instruction of senior staff including health colleagues where necessary.

Carry out keyworker/linkworker roles and undertake information gathering for reviews. Working closely with the people we support, their families and other professionals to review the plan on a regular basis ensure consistency and to maximise the effectiveness of the provision and ensure agreed outcomes are achieved.

	5.
	To support people with behaviours of concern in line with the persons care and support plans, following all relevant legislation, physical intervention training, good practice guidance and least restrictive principles To contribute to the formation, implementation and review of agreed behaviour support plans and risk assessments under the supervision of senior staff and in collaboration with the person, their families, carers and other professionals. 

	6.
	To be aware of and participate in own personal development by attending and contributing to supervision sessions, training courses and other departmental forums. Keep abreast of initiatives and legislation within the care profession by attending in house and/or external training, undertaking e-learning and shadowing.

Work collaboratively with colleagues, managers and other health and social care professionals in line with Hull City Councils Competency Framework to support the city plan in achieving objectives to improve the lives of people we support. 

Demonstrate a flexible and adaptable approach, including utilising various communication tools and techniques, using IT equipment and undertaking dynamic risk assessment for unforseen events. 

Work cohesively with new colleagues throughout their induction, enabling shadowing to share skills, knowledge and experience to ensure the best outcomes for the people we support and a supportive working environment. 

	7.
	To maintain departmental records, undertake administration functions as required to ensure the accuracy of record keeping, to share the information in a professional manner and to maintain confidentiality as required. To assist people with financial transactions such as dinner monies, to collect monies for payments for activities, transport or meals and to assist senior staff with financial transactions. To lock or unlock buildings/rooms in the absence of senior staff.

	8.
	To devise and implement interesting, inclusive and meaningful person centred programmes of activity, outings and opportunities for cultural enrichment for people with a range of different disabilities. Promote their mental, physical, social and emotional wellbeing and engagement with opportunities both within the service buildings and within their communities including acting as an escort for personal appointments (where necessary). To take part in the organisation and facilitation of events such as fairs and theme days.

	9.
	Cook and serve meals, light snacks and drinks taking into account dietary and nutritional needs of service users including assistance to eat and drink where required using various methods such as peg feeding. Completion of appropriate records relating to food handling e.g. temperature recording and cleaning records.

	10.
	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 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:
       
        None

2. Responsibility for Customers/Clients:
Day to day care for the welfare of  the people we support ensuring their emotional and physical needs are met in accordance with their care and support plans. Including Key and Link worker responsibilities Recording and reporting care and support provided, incidents and transactions to ensure their records are maintained and accurate.

3. Responsibility for Budgets:
Will be required to support the people who attendto manage their own money and where necessary intake and receipt small sums of money e.g. dinner/transport/ activity money and to assist  with  shopping for materials for activities.

4. Responsibility for Physical Resources:
As part of a team and under the direction of senior staff ensure the security of buildings as directed.  To lock or unlock buildings/rooms in the absence of senior staff who normally undertake this function. Checking customers’ own equipment is clean and safe and where necessary report defects. Similarly, ceasing use and reporting concerns should they identify any equipment such as hoists, or medical equipment is defective. Reporting any concerns or repairs as required to the Senior on duty.

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

	1. Within Service Area/Section:
  Regular contact with people using our services, colleagues, senior staff, deputy and
  manager.

2. With Any Other Council Areas
   Regular contact with transport staff to arrange and if necessary change travel arrangements. Regular contact with other services such as Supporting Independence Team, Out of Hours, Business Support, Catering, Cleaning and Occupational Therapy who frequently use and share the buildings. Occasional contact with leisure services, libraries, adult education. 

3. With External Bodies to the Council
Contact with external retail and leisure service staff, community providers, voluntary organisations and volunteers, health professional and families. Suppliers, contractors and advocacy services.
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	
	
	
	Senior Activity Organiser (Day Services) or Residential Care Leader (Residential Homes)
Grade 6 

	
	
	

	Residential Care Worker Grade 4 (Within Residential Homes Only)

	
	Activity Organiser 
Grade 4

	
	
	

	
	
	None 







	
	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).
	Staff are required to travel to various locations via the services’ buses or walking, walk some distance while out in the community and push people in wheelchairs. Daily moving and handling of adults and equipment including carrying out personal care duties which can result in pulling, pushing and stretching. Movement of equipment e.g., commodes, walking aids, specialist equipment, wheelchairs and moving and handling equipment such as mobile hoists. Staff are required to lead and participate in physical games. Staff are required to undertake physical interventions when necessary in line with the persons care and support plan and their physical intervention training. 

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	Provide assistance with toileting and personal care which can cause exposure to noxious smells and bodily fluids. 
Frequent high levels of noise in hectic and busy environments. 

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	Assisting people with life limiting conditions often towards the end of their lives. Supporting with conflict between customers and between customers and their families
Supporting with people with disabling conditions. Supporting with challenging behaviour and emotionally distressed people. Exposure to varying challenging needs (learning disabilities, cognitive impairments, physical aggression and varied mental health needs). All of the above can result in high levels of emotional strain as people can have numerous difficulties which can impact on staff e.g. life-threatening conditions, distressing prognosis, family dynamics, safeguarding etc.






	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:

	
	NVQ 2/Level 2 in Care or equivalent qualification or ability  to complete within the first 24 months 
	x
	
	AF & CQ

	
	Emergency first aid at Work, basic food hygiene and Safety Intervention Foundation Training – or ability to achieve within 6 months
	x
	
	AF & I

	
	Care Certificate or academic ability to achieve within 6 months 
	x
	
	AF&CQ

	2. 
	Relevant Experience:

	
	Experience of working within a care environment/caring for others either in a paid or voluntary setting
	x
	
	AF & I

	
	Experience of team working
	
	x
	AF & I

	
	Experience of supporting and motivating people to engage in activities, their learning, skill development or their care
	x
	
	AF & I

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

	
	Motivation to work with children and young people and/or vulnerable adults 
	x
	
	I  & R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults 
	x
	
	I & R

	
	Enthusiasm and the ability to motivate others
	x
	
	I & R

	
	Basic literacy and numeracy skills 
	x
	
	AF & T

	
	Ability to work collaboratively with others as a part of a team 
	x
	
	I & R

	
	Ability to undertake specialist training to meet the individual needs of the people we support IE PEG, Postural Management etc
	x
	
	AF I & R

	
	Ability to use computers and IT equipment to undertake basic tasks such as sending emails, completing documentation, e-learning, virtual courses and meetings
	x
	
	AF & I

	
	The ability to follow instructions and guidance from line managers and adhere to care and support plans, risk assessments, policies and procedures
	x
	
	I&R 

	4. 
	Knowledge:

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

	
	A knowledge and commitment to safeguarding and promoting the welfare of vulnerable adults
	x
	
	I

	
	Knowledge of the effect of disability 
	x
	
	I

	
	A knowledge of person-centred care and support planning
	
	x
	AF & I

	
	Have an awareness of the Mental Capacity Act 2005 and Care Act 2014
	
	x
	AF & I

	
	A basic understanding of Health & Safety Legislation including Risk Assessment
	
	x
	AF & I

	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
	x
	
	AF & R 

	
	Good verbal and communication skills
	x
	
	I & R

	
	Written Skills

	
	Competence in dealing with written information including recording in care files and on digital platforms 
	x
	
	AF, T & R

	6.
	Other:
	
	
	

	
	Ability to be flexible to meet the needs of the service and service area
	x
	
	AF,& R

	
	Undertake all development training relevant to the needs of the service and people and according to relevant legislation
	x
	
	AF,& R

	

	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 (if ticked as an essential requirement). 
	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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