JOB DESCRIPTION

THE CHAPTER OF THE ORDER OF THE HOLY PARACLETE,

ST. HILDA’S PRIORY,

CASTLE ROAD

WHITBY,

NORTH YORKSHIRE,

YO213SL
JOB TITLE:                               CARE ASSISTANT
RESPONSIBLE TO:                  CARE MANAGER

JOB SPECIFICATION:

To provide holistic care to the elderly resident’s and sisters of the Aelred wing, a registered care home, within an Anglican religious community. To work under the direction, guidance and supervision of the care manager or her designated deputy. To deal with the needs of the elderly or infirm residents and sisters within the Aelred wing and be aware of and act with sensitivity towards their chosen way of life. 

PERSON SPECIFICATION:

Essential

Have a genuine interest in working within a care environment

Ability to communicate effectively

Be a good team player

Have a willingness to undertake further training and development

Be trained to administration of medication level/ be willing to undertake training

Manage and prioritise tasks effectively
Work in a confidential manner

Have a satisfactory/ clear DBS check

Desirable

Previous experience in a care home or domiciliary care

NVQ qualification in health and social care/ diploma level 2 or 3 or equivalent 

Main Duties

1. Provide personal care to residents and sisters to support their daily living needs and plan of care, including washing, bathing, dressing, toileting, hair and nail care and oral hygiene.
2. Respect the individual rights and choices of residents and sisters.
3. Work flexibly between day and night shifts when required according to service need.

4. Respond to differing cultural values and diversity of residents and sisters.
5. Ensure the health and safety of residents, sisters, colleagues, and self, including fire procedure, control of substances hazardous to health (COSHH) and infection prevention and control are implemented and adhered to.
6. Report any health and safety concerns, equipment failures or damage to the care manager /deputy/ person in charge.
7. Communicate effectively with colleagues, manager, residents, and sisters.
8. Conduct moving and handling in accordance with current policy.
9. Assist resident sisters to live a normal religious life, enabling them to maintain their vows.
10. Assist residents and sisters in retaining memory and life skills by supporting all aspects of self -care and independence.
11. Supervise and serve meals, snacks and drinks and ensure residents and sisters have a satisfactory intake of fluids and nutrition.
12. Undertake generic cleaning duties as required throughout the day and night.
13. Dispose of waste safely including general, recycling, and clinical waste through appropriate waste streams.
14. Answer the telephone appropriately, transferring calls internally and take messages for residents, sisters, or care manager if they are unavailable. 

15. Respond to any changes with residents or sister’s condition or emergencies appropriately, contacting the GP/ out of hours service, emergency services and using telemetry service as required and informing next of kin, prioress, or her deputy.
16. Meet and greet visitors, make them feel welcome, ensuring they have signed the visitor book and offer refreshments.
17. Make beds/change bed linen weekly or as required ensuring rooms are kept clean and tidy.
18. Consult with cleaning staff when additional cleaning is required.
19. Empty and clean commodes and bed pans following the correct procedure.
20. Clean and maintain equipment used by residents or sisters such as wheelchairs, walking aids etc and report any damage, faults or maintenance required.
21. Update all care records and document any changes in the evaluation sheet/care plan records including the use of electronic care plan systems.
22. Maintain the confidentiality of residents, sisters, priory sisters, colleagues, and establishment always, including when you are accessing social networking systems.
23. To work in accordance with the code of conduct for care staff and abide by the policies and procedures of the registered care home.
24. To attend staff and other meetings as required by the care manager.
25. To undertake any training necessary for the completion of your duties.
26. Escort residents and sisters travelling to and from hospital/ GP/ dentist and other appointments.
27. Be aware of and discuss with residents and sisters the benefits of recreational therapy and how to incorporate this into daily life.

28. Organize and plan social activities within the home taking into consideration residents and sisters likes, dislikes, hobbies and interests while promoting independence and choice.
29. Provide and receive a handover on the condition or changes in residents or sisters care at the start and end of each shift including use of electronic care systems.
30. Always promote and ensure the good reputation of the care home and priory.
31. Report to the care manager/ person in charge immediately any accidents or incidents incurred by sisters, colleagues, self, or others and complete the electronic accident/ incident record.
32. Contribute to the safeguarding of vulnerable adults by ensuring you are aware of your role in relation to the care homes policy and procedure on safeguarding adults.
33. Complete and record all daily safety checks.
34. Report to the care manager/ person in charge any verbal concerns or complaints raised by residents, sisters, relatives or visitors.
35. To always work within the guidance of the Health and Safety at Work Act 1974, and the care homes health and safety policy.
36. To render first aid in the event of an accident or injury and follow the procedure for first aid, contacting the appropriate services for further assistance.
37. To respond to a fire alarm as per the homes policy and procedure.

38. To check residents and sisters clothing, including outer, under and night wear and request replacements when necessary and ensure all items are named.

39. To socialise with residents and sisters and escort them in the grounds when the weather is fit using wheelchairs if required.

40. To collect food from the central kitchen in the heated trolley and return to the kitchen in the afternoon.
41. Serve meals from the care home kitchen according to individual resident or sister’s choice and preference, sourcing alternative meals if required.
42. To restore and replenish kitchen and pantry cupboards daily.
43. To iron laundry and clothing and put away linen and personal items of clothing correctly.

44. To participate in supervision sessions with the care manager or designated deputy.
45. Administer medication to residents and sisters in accordance with the homes administration of medication policy and procedure, including the use of electronic systems.

46. Complete mandatory training in administration of medication including annual competency assessment.
47. Document medication deliveries and returns on the appropriate documentation or electronic systems.
48. Provide safe working practices for others

49. Be IT literate to include use of e mail, online training, use of the company’s management system and electronic care plan and records system.
50. Be involved in and complete audit under the direction of the care home manager or deputy.
51. Conservation and monitoring of commodities such as aprons, gloves, and cleaning materials.
52. Report on the wellbeing of residents and sisters and consult with and refer to GP, community nurses and other agencies when required.
53. Act as a key worker for an individual resident or sister, reviewing the care plans and assessment tools monthly or as changes occur including the use of electronic systems.
54. Being aware of the changing needs of the individual and be responsible for identifying when new toiletries/clothes or personal items are needed and consult with the care manager.

55. To participate in annual appraisal, which is a two-way process between the employer and employee, and employee and employer. The purpose of appraisal to include. 

Identification of changes within the job

Identification of training needs

Employee performance

To discuss ideas from the employee for future improvements

The above list of duties and responsibilities are intended to represent current priorities and are not meant to be a conclusive/ exhaustive list. The post holder may from time to time be asked to undertake any other reasonable duties. Any changes will be made in discussion with the post holder in the light of service needs.
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