JOB DESCRIPTION

Job Description prepared by: CARE ON CALL DEVELOPMENT 

MANAGER 

Date: 26th April 2001 

OCCUPATION

Job Title:    Temporary Warden Support Worker

Grade:         Scale 1   - S.C.P. 9 + Casual Car User Allowance

Responsible to:  Care on Call Supervisor

Responsible for:

Possible Promotion to:

Hours of Duty: 9am – 1pm Monday to Friday –20 hours per week

Qualifications required: none required

PURPOSE AND OBJECTIVES OF WORK

To enable older people to remain independently and confidently in their own homes by providing warden services which;

· provides reassurance to customers and their relatives and carers

· keeps an eye on customers’ general wellbeing

· will attend in the event of an emergency

· acts as a liaison between customers, Housing Services and other service providers.

· provides a caring, quality and reliable service 

DUTIES AND RESPONSIBILITIES

(The duties listed below together with such other duties falling within the purview of this post, as may be required)

1. Routinely contact customers over the warden intercom system or by personal visit as instructed and as appropriate.

2.  Take follow up action required in order to ensure the well being of    

customers, for example telephone calls to GPs , Social Services and       relatives.

3. Provide reassurance and temporary assistance in  emergency situations, contacting other appropriate person or services as appropriate. 

4. Keep written records of routine and emergency visits, noting any action taken and the outcome.

5. Observe and inform Care on Call Supervisor / Deputy of any changes in customers’ health and circumstances and absences due to hospital stays, holidays etc. Notify Supervisor immediately of any customer considered to be particularly at risk.

6. Ensure information held on schemes and by Care on Call about customers regularly updated.

7. Ensure relevant information is passed confidentially to Care on Call Supervisor / Deputy, GPs , relatives and other agencies

8. To carry out daily security checks on buildings 

9. To report  any damage to or defects /  repairs needed in communal areas of the building to the relevant Area Housing Office.

10.  Undertake weekly checks to fire alarm systems on schemes ( where applicable) and record when this has been done on the standard form provided,

11.  To be responsible for the safekeeping of keys.

12. To organise social activities at schemes as required and encourage participation.

The postholder shall carry out his/ her duties with full regard  to the City Council’s Equal Opportunities Policy and Health and Safety Policy.

PERSON SPECIFICATION

JOB TITLE : TEMPORARY WARDEN SUPPORT WORKER

GRADE:  SCALE 1  - SCP 9 + Casual Car User Allowance

SKILLS/KNOWLEDGE/ EXPERIENCE

Applicants should be able to demonstrate the following:- 

	Essential Criteria
	Assessment Method

	1. Ability to listen and communicate with older people and their representatives through intercom systems, on the telephone and face to face.
	 Interview

	2. Ability to complete allocated tasks and provide assistance to service users with minimum supervision
	Form and interview

	3. Ability to assess emergency situations , make decisions and take appropriate action
	Form and Interview

	4. Ability to understand written instructions and maintain basic written records accurately 
	Form 

	5. Awareness of the needs of older people together with an understanding of issues relating to choice , privacy, dignity and independence
	Form and Interview

	Desirable Criteria
	

	1. Experience of working in a caring profession, voluntary work or relevant life experience associated with older people
	Form

	2. Knowledge of First Aid/ Certificate in First Aid


	Form

	Other Circumstances
	

	Hold a clean driving licence and have access to a vehicle for work purposes
	Form and Interview


