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JOB DESCRIPTION & PERSON SPECIFICATION


	SERVICE AREA:
	Children, Young People and Family Services

	DATE PREPARED:
	01.11.2024

	SECTION: 
	Children’s Safeguarding
	GRADE: 
	3

	JOB TITLE: 
	Workplace Personal Assistant
	EVALUATION RESULT: 
	368

	EVALUATION DATE: 
	17th December 2024
	JE NUMBER: 
	NC5001

	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:
To support and enable a disabled employee to do their job by providing assistance with workplace tasks and personal care.  Assisting with correct usage of IT software packages, preparing, and ensuring IT personal equipment is appropriately placed for member of staff to easily access.  Assisting with opening of applications to enable information to be printed, collecting printing from MFD and placing ready for reading and inputting, monitoring of information input ensuring it is accurate whilst remaining in the background advocating independence, self-determination and self-direction of assistance for the member of staff.

Attend training, which will allow you to efficiently train member of staff how to use Hull City Council’s IT applications; ensuring correct usage, assist with operator issues which may arise, reporting any technical problems to Service Desk.

Supporting urgent request for personal care when personal care assistants are not in attendance.




	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 – Equality Act 2010, to enable a disabled employee to do their job more by providing personal assistance with workplace task and personal care.

	3.
	Enable effective communication from the requester to the employee when tasks are requested, understanding as to what is required, the process of the task, the frequency, and timescale/deadline; to enable to describe, demonstrate and monitor task is undertaken accurately as required. 

	4.
	Attend training sessions which will enable direction, ability to demonstrate and guide employee to use HCC IT applications, ensuring correct procedures of systems are followed so that the tasks output is that as to which is required by the requester.

	5.
	Assist/support member of staff as and when required due to their limited dexterity and motor control when this impacts ability to undertake physical tasks i.e. placing paper/information to read or printing and collecting from MFD etc.

	6.
	Ensure information which is input into IT systems is accurate and relevant to the task required, identifying any errors that may occur , ensuring they are corrected before finalisation.

	7.
	Maintain confidentiality whilst monitoring and overseeing task completion, following GDPR guidelines.

	8.
	Identify when tasks have been completed, escalating when employee has capacity to undertake further work to maximise efficiency.

	9.
	As and when required provide urgent personal care assistance, ensuring that commissioned Adult Social Care, personal carer maintain their responsibilities.

	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 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: 

Responsible for checking errors before submitting work and correction of these.

2.	Responsibility for Customers/Clients: 

Enabling a disabled member to do their job more effectively by providing assistance with workplace task and personal care.

3.	Responsibility for Budgets: 

n/a

4.	Responsibility for Physical Resources: 

n/a


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

	1.	Within Service Area/Section: 

Childrens Safeguarding colleagues.
Information Systems Team colleagues.
Learning and Development colleagues.
Facilities colleagues.

2.	With Any Other Council Areas: 

Adult Social Care.
IT Services.
Service Desk.
HR.

3.	With External Bodies to the Council: 


n/a
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager

Grade 11 


	
	
	

	Other jobs (peers) that report to immediate line manager (tbc)
Business Support Team Leader Grade 8
Service Support Team Leader Grade 8
Operations Assistant
Grade 2

	
	This Position


	
	
	

	
	
	Direct Reports
n/a






	
	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).
	Supporting personal care, assisting with physical movement in and out of a wheelchair of a disabled member of staff who has limited mobility.

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	n/a

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	Enabling a disabled member to do their job more effectively by providing assistance with workplace tasks and personal care.







	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 skills
	
	
	CQ/AF

	
	Level 3 within health and social care 
	
	
	CQ/AF

	
	Level 3 business admin or equivalent.
	
	
	CQ/AF

	2. 
	Relevant Experience:

	
	Experience of adapting and tailoring support accordingly to suit a disabled person.
	
	
	AF & I

	
	Experience of upholding professionalism and maintaining confidentiality, demonstrating integrity, reliability of a high level within all interactions.
	
	
	AF & I

	
	Experience of working closely with disabled individuals, employers and relevant stakeholders, ability to foster teamwork.
	
	
	AF & I

	
	Experience of working in an office / administration environment
	
	
	AF & I

	
	Experience of taking appropriate corrective action to ensure performance is to required standard.
	
	
	AF & I

	
	Experience of using Microsoft office systems effectively.
	
	
	AF & I

	
	Experience of working within a care environment.
	
	
	AF & I

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

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

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

	
	Adaptable to workplace environment for people with unique needs.
	
	
	AF & I

	
	Have empathy and compassion, genuinely care about the well-being of disabled people along with ability to provide emotional support.
	
	
	AF & I

	
	A champion for disability inclusion, promote equal rights, opportunities for disabled people within the workplace.
	
	
	AF & I

	
	Confidently provide direction, guide a process to ensure correct information is recorded.
	
	
	AF & I

	
	Use specific ICT applications relevant to the service for whom support is being provided.
	
	
	AF & I

	4. 
	Knowledge:

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

	
	Knowledge of Service Areas to whom support is being provided by the teams managed by this post.
	
	
	AF & I

	
	GDPR regulations.
	
	
	AF & I

	
	Knowledge of ICT Systems applicable in the delivery of Service Support.
	
	
	AF & I

	
	Knowledge of the effect of disability 		
	
	
	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.
	
	
	AF & I

	
	Excellent listening, verbal and written communication skills.
	
	
	AF & I

	
	Ability to build trust and rapport with disabled people.
	
	
	AF & I

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues.
	
	
	AF & I

	
	Written Skills

	
	Ability to produce clear written instructions of processes to complete tasks.
	
	
	AF & I

	6.
	Other:
	
	
	

	
	None
	
	
	

	

	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

	
	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
	

	
	To access Our Values and Behaviours and Competency Framework, please visit the Council’s website – Hull City Council

	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 DISCLOSURE & ADULT’S BARRING LIST CHECK from the Disclosure & Barring Service (if ticked as an essential requirement). #Service area to select as required.
	
	
	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.
	
	
	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.
	
	
	AF (after short listing)
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