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Title 
Social Care Assistant 

Department 
Adult Social Care and Health 

Post Ref. 
      

Job Purpose 
7R�SURYLGH�D�ZLGH�UDQJH�RI�FR�RUGLQDWLRQ�DQG�VXSSRUW�DFWLRQV�DVVLVWLQJ�LQ�WKH�GHOLYHU\�RI�VRFLDO�FDUH�DFWLYLW\�DFURVV�WHDPV�GHOLYHULQJ�VRFLDO�
FDUH��SURYLGLQJ�D�FRQVLVWHQW�SRLQW�RI�DFFHVV�IRU�VHUYLFHV�XVHUV�XQGHU�WKH�GLUHFWLRQ�RI�WKH�7HDP�0DQDJHU�DQG�WKH�&&2¶V��

Key Responsibilities�
��� 7R�XQGHUWDNH�DFWLRQV�RQ�0RVDLF�LQFOXGLQJ��VFUHHQLQJ�FDVHV�WR�GHWHUPLQH�

DSSURSULDWH�QH[W�VWHSV��VFUHHQLQJ�DFNQRZOHGJLQJ�DOHUWV��DOORFDWLQJ�FDVHV�
WR�ZRUNHUV��PDNLQJ�SDFNDJH�DPHQGPHQWV��DGGLQJ�FDVH�QRWHV��XSORDGLQJ�
ILOHV�GRFXPHQWV�DQG�XQGHUWDNLQJ�GDWD�FOHDQVLQJ�DFWLRQV�DQG�VFUHHQLQJ�
DOHUWV��
�

��� 7R�EH�D�FRQVLVWHQW�ILUVW�SRLQW�RI�FRQWDFW�IRU�68¶V��GHDOLQJ�ZLWK�'XW\�FDOOV���
.HHSLQJ�68V�XSGDWHG��VXSSRUWLQJ�WKHP�ZLWK�FRPSOHWLRQ�RI�IRUPV�DQG�
FKDVLQJ�WKH�UHWXUQ�RI�WKHVH��PDNLQJ�LQWHUQDO�DQG�H[WHUQDO�UHIHUUDOV�RQ�
EHKDOI�RI�68V�WR�RWKHU�VHUYLFHV�VXFK�DV�1(6��&RQQHFW���
�

��� &RPSOHWLQJ�WHOHSKRQH�UHYLHZV�ZKHUH�68V�DUH�GHHPHG�VXLWDEOH�DQG�
FRPSOHWLQJ�OLJKW�WRXFK�UHYLHZV�RQ�0RVDLF�IURP�GRFXPHQWV�UHWXUQHG�E\�
68V��&DUHUV��3URYLGHUV�
�

��� 7R�FR�RUGLQDWH��PDLQWDLQ�DQG�XSGDWH�WHDP�URWD¶V��FROODWLQJ�DQG�WUDFNLQJ�
FDVHV�DQG�LQIRUPDWLRQ�SURYLGHG�RQ�VSUHDGVKHHWV����
�

��� 7R�DUUDQJH�FOLQLF¶V�LQFOXGLQJ�ERRNLQJ�DSSRLQWPHQW�DQG�FRPPXQLFDWLRQ�
ZLWK�68V��SURYLGHUV��FDUHUV�LQ�DGYDQFH�RI�DSSRLQWPHQWV��VXSSRUWLQJ�
&RPPXQLW\�&DUH�2IILFHUV�DQG�6RFLDO�:RUNHUV�DW�FOLQLFV����
�

��� %RRNLQJ�DSSRLQWPHQWV�IRU�UHYLHZLQJ�RIILFHUV�ERWK�H[WHUQDOO\�DQG�ZLWKLQ�
WKH�VFKHGXOHU�DV�UHTXLUHG�DQG�VFKHGXOLQJ�IXWXUH�SODQQHG�UHYLHZV�LQ�
ZRUNHUV�DQG�WHDPV�GLDULHV���6XSSRUWLQJ�&RPPXQLW\�&DUH�2IILFHUV�DQG�
6RFLDO�:RUNHUV�RQ�DSSRLQWPHQWV�ZKHUH�D�VHFRQG�SHUVRQ�LV�UHTXLUHG�WR�
DWWHQG��
�

��� 7R�VXSSRUW�UHYLHZ�RIILFHUV�E\�FRQWDFWLQJ�DQG�FROODWLQJ�LQIRUPDWLRQ�
UHTXLUHG�SULRU�WR�D�UHYLHZ��FRQWDFWLQJ�SUHYLRXVO\�LQYROYHG�WHDPV�DQG�

Key Accountabilities 
�
��� )RU�WKH�DFFXUDF\�DQG�TXDOLW\�RI�LQIRUPDWLRQ�ZLWKLQ�WKH�
UHVSRQVLELOLW\�RI�WKH�SRVW�KROGHU�
�

���7R�HQVXUH�WKDW�FRUUHFW�SURFHVVHV�DUH�EHLQJ�IROORZHG�DQG�WR�
DOHUW�WKH�DSSURSULDWH�PDQDJHU�WR�HQVXUH�FRPSOLDQFH�

�
���:RUN�HIILFLHQWO\�DQG�HIIHFWLYHO\�WR�VXSSRUW�RSHUDWLRQDO�VHUYLFHV�
�
���7R�SURYLGH�D�FRQVLVWHQW�SRLQW�RI�DFFHVV�IRU�DOO�SDUWLHV��
�
�
�
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ZRUNHUV�WR�JDWKHU�LQIRUPDWLRQ��OLDLVLQJ�ZLWK�QXUVHV��KHDOWK�WR�FROOHFW�
LQIRUPDWLRQ��DQG�IROORZLQJ�XS�UHWXUQ�RI�LQIRUPDWLRQ�IROORZLQJ�D�UHYLHZ�DQG�
OLDLVRQ�ZLWK�$&)6�DQG�WKH�'3�WHDP��
�

��� 7R�DUUDQJLQJ�WUDQVSRUW��GD\�VHUYLFHV�DQG�UHVSLWH�FDUH�IRU�68V�XQGHU�WKH�
GLUHFWLRQ�RI�&RPPXQLW\�&DUH�2IILFHUV�6RFLDO�:RUNHUV����

�

��� 7R�IROORZ�XS�WKH�FRPPLVVLRQLQJ�RI�VHUYLFHV�LQFOXGLQJ�FRPPXQLFDWLRQ�ZLWK�
3URYLGHUV�DURXQG�FDSDFLW\���

�
����7R�HQVXUH�FRQILGHQWLDOLW\�RI�LQIRUPDWLRQ�LQ�OLQH�ZLWK�WKH�&RXQW\�&RXQFLO�

SROLF\�DQG�UHOHYDQW�OHJLVODWLRQ��LQ�UHVSHFW�RI�UHFRUGV�PDLQWDLQHG�DQG�WDVNV�
XQGHUWDNHQ���7KLV�LQFOXGHV�PDLQWDLQLQJ�VWULFW�FRQILGHQWLDOLW\�LQ�UHODWLRQ�WR�
SHUVRQDO�LQIRUPDWLRQ��

�

����7R�PDLQWDLQ�HIIHFWLYH�ZRUNLQJ�UHODWLRQVKLSV�DQG�FRQWULEXWH�WR�D�ZRUNLQJ�
HQYLURQPHQW�ZKLFK�LV�VDIH��FRQVLGHUDWH�DQG�VXSSRUWLYH�WR�DOO���$OVR��LQ�
DFFRUGDQFH�ZLWK�UHOHYDQW�OHJLVODWLRQ��WR�WDNH�UHDVRQDEOH�FDUH�RI�RZQ�
KHDOWK��VDIHW\�DQG�ZHOIDUH��DQG�WKDW�RI�RWKHU�SHUVRQV�ZKR�PD\�EH�
DIIHFWHG�E\�WKH�SHUIRUPDQFH�RI�GXWLHV��

�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�

Person Specification 
�

Education and Knowledge 
��� *RRG�OLWHUDF\�DQG�QXPHUDF\�VNLOOV�WR�194���OHYHO�RU�
HTXLYDOHQW�

�

Personal skills and general competencies 
�
��� 3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�

FXVWRPHU�FDUH��
�
��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�

LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
�
�
��� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�

LQLWLDWLYH����
�

��� &RQWULEXWHV�PHDQLQJIXOO\�DQG�WKRXJKWIXOO\�LQ�WHDP�PHHWLQJV�WR�
LPSURYH�RXWFRPHV�IRU�VHUYLFH�XVHUV��

Experience 
���([SHULHQFH�RI�SURYLGLQJ�VXSSRUW�DQG�FR�RUGLQDWLRQ�DFWLYLWLHV�LQ�D�
EXV\�HQYLURQPHQW�

���([SHULHQFH�RI�GDWD�LQSXW�DQG�GDWD�PDQDJHPHQW�HQVXULQJ�
DFFXUDF\�DQG�ZKHUH�DSSURSULDWH�FRQILGHQWLDOLW\�

���6LJQLILFDQW�H[SHULHQFH�DQG�FRPSHWHQFH�XVLQJ�,7�DQG�FRPPRQ�
�EXVLQHVV�VXSSRUW�SDFNDJHV�LQFOXGLQJ�ZRUG�SURFHVVLQJ�DQG�
VSUHDG�VKHHWV��D�ZRUNLQJ�NQRZOHGJH�RI�0LFURVRIW�([FHO�DQG�
0LFURVRIW�:RUG��

���([SHULHQFH�RI�SURYLGLQJ�LQIRUPDWLRQ�WR�WKH�SXEOLF�RU�FXVWRPHUV�
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�XVLQJ�JRRG�FRPPXQLFDWLRQ�VNLOOV�
���([SHULHQFH�RI�XVLQJ�GHILQHG�EXVLQHVV�SURFHVVHV�DQG�JLYLQJ���
JXLGDQFH�RQ�WKHP�WR�FROOHDJXHV�
���8QGHUVWDQGLQJ�RI��DQG�FRPPLWPHQW�WR�1RWWLQJKDPVKLUH¶V�(TXDO�
2SSRUWXQLWLHV�3ROLF\��

���$ELOLW\�WR�FRPPXQLFDWH�HIIHFWLYHO\�ERWK�YHUEDOO\�DQG�LQ�ZULWLQJ��
���$EOH�WR�PDQDJH�RZQ�ZRUNORDG�DQG�VHW�SULRULWLHV�IRU�ZRUN���

�
��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�

HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ�

�

Role Dimensions 
�

��� 7KHUH�LV�QR�VWDII�PDQDJHPHQW�DVVRFLDWHG�ZLWK�WKLV�UROH��
��� 7KH�UROH�ZLOO�JHQHUDOO\�EH�EDVHG�LQ�1&&�RIILFHV��VXSSRUW�WR�FOLQLFV�RQ�VLWHV�RWKHU�WKDQ�1&&�PD\�EH�UHTXLUHG�DQG�DFFRPSDQ\LQJ�

5HYLHZLQJ�2IILFHUV�WR�YLVLWV�PD\�DW�6HUYLFH�8VHUV�KRPHV�PD\�DOVR�EH�UHTXLUHG��
��� 7KHUH�LV�QR�EXGJHW�KROGLQJ�UHVSRQVLELOLW\��EXW�WKHUH�LV�DQ�H[SHFWDWLRQ�WKDW�WKH�SRVW�ZLOO�KDYH�DZDUHQHVV�RI�DQG�DGKHUH�WR�WKH�&RXQFLOV�

ILQDQFLDO�UHJXODWLRQV�DQG�SURFHVVHV�DV�UHTXLUHG��
Please attach a structure chart 

�
'DWH�� � � � � �


