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JOB DESCRIPTION

Job Title:		Senior Support Worker

Hours of work:	22.5 hours per week Wednesday, Thursday & Friday

Reporting to: 	Stroud Hub Team Leader

Responsible for: 	Support workers and volunteers in conjunction with the Team Leader

Location: 		Stroud 


PURPOSE OF ROLE

To support the Stroud Hub Team Leader in the management of staff, volunteers and activities of the Hub, giving support to ensure a high standard of service delivery. (Not direct line management). 


RESPONSIBILITIES 

Services 
· Carry out assessments to establish suitability of the service for potential new service users
· Create and review support plans/personal development plans with service users to ensure that activities are person centred 
· Communicate regularly with service users and their support network, as appropriate
· Liaise with organisations and the local authority as appropriate to support the needs of individuals using the service
· Oversee the recording of daily, weekly, monthly health & safety records
· Lead and participate in team meetings as requested by the Team Leader
· Contribute to service development and growth. 
· Contribute to evaluation of service performance 
· Attend training opportunities as appropriate to keep up to date with best practice 
· Take advantage of appropriate opportunities to promote and raise awareness of the services and increase attendance
· Support the team to plan meaningful activities for service users.
· Directly deliver activities at the Hub when needed
· Research best value and obtain materials or resources to deliver planned activities







Staff and volunteers
· Deputise for the Team Leader when required to ensure adequate staff and volunteer service cover on a day-to-day basis
· Support and develop staff and volunteers to maximise their strengths


Financial
· Maintain and check the accurate recording of attendance to facilitate service invoicing 
· Accurately record service expenditure 
· Maintain an awareness of service budget

Safety
· Adhere to risk assessments and carry out health & safety checks to ensure that the environment and activities are safe for all individuals
· Ensure that arrangements are in place for building security 
· Ensure safe systems are followed where money handling is required


KEY COMPETENCIES 
· Able to support a team and to work as part of a team
· Able to efficiently plan and arrange services and activities with the team 
· Able to communicate effectively at all levels, with excellent verbal and written skills
· Able to build and maintain productive internal and external relationships 
· Able to demonstrate an excellent understanding of confidentiality and data protection
· Able to be clear and patient in complex situations
· Able to be proactive, take initiative and demonstrate good problem solving, decision making and negotiating skills
· Able to understand and work to a budget
· Able to maintain accurate and timely records 
· Able to demonstrate an excellent understanding of Safeguarding and to recognise and respond to a Safeguarding need
· Able to demonstrate a non-judgmental and values-driven approach to supporting vulnerable people.


	QUALIFICATIONS/ SKILLS/ EXPERIENCE
	Essential 
	Desirable 

	Full driving licence 
	· 
	

	GCSE English and Maths or equivalent
	· 
	

	QCF/NVQ level 3 or equivalent
	· 
	

	Good IT Skills
	· 
	

	Experience of working in a health or social care setting
	· 
	

	Experience working with adults who have learning disabilities 
	· 
	









OTHER DETAILS  
Successful candidates MUST be willing to undertake an enhanced DBS check. (Guideposts will arrange this)

All staff have a responsibility to look after the Health and Safety not only of those people who use our services but for themselves and their colleagues and should follow Guideposts Health and Safety Policy and Procedures. 

All staff are ambassadors for Guideposts and as such may be required from time to time to assist managers and fundraising in the promotion of Guidepost and its work. 

Guideposts is an Equal Opportunities employer 

This job description is not exhaustive but is provided to assist the post holder to know and understand the main duties of their role.  It may be amended from time to time in discussion with the post holder.
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