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JOB DESCRIPTION

Post:




Support at Home Assistant Team Leader (Home 





Help Service)
Responsible to:
Support at Home Service Manager
Key Relationships:
Other staff working in Age UK Wigan Borough, particularly Home Helpers; customers in the Home Help service
Salary:



£25,750 per annum
Hours of work:


37 hours per week 
Note:
This job is subject to Disclosure & Barring Service (DBS) disclosure procedures
Purpose of this Post

Lead on assessing and setting up new customers for the Support at Home, Home Help service.  
Recruit and provide day-to-day management for the Home Help Staff Team, ensuring a quality service is provided. 

Key Duties & Responsibilities

1. To maintain up-to-date customer records, assessments and reviews.
2. To visit potential customers in their own homes across Wigan Borough and complete the assessment, with the involvement of the customer to ensure the service can meet their needs, prior to the service starting.

3. To input customer data to Charitylog (our Information Management System) whilst at the customers’ home.

4. To devise staff rotas including arranging cover for jobs either within team of home help staff and/or provide cover visits in the absence of a Home Help, this may involve travelling to an area not in your allocated locality.
5. Undertake day-to-day supervision and performance evaluation meetings with Home Help staff, provide induction and training. 
6. Support the Team Leader with information to assess a safeguarding referral or undertake a risk assessment in relation to a customer.

7. To arrange payment by direct debit, completing associated forms.

8. To visit a client's home conducting a process for spot checks and reviews and gather information from customers to enable case studies to be written.

9. To support the Team Leader in responding to customer complaints.

10. To help promote and market the Support at Home service, including attending networking and promotional events across the Borough.
11. To work flexibly and to help cover during team member absences.

12. To support the organisation to fulfil its responsibilities under Health and Safety.  You may be asked to take on roles such as First Aider, Health and Safety representative or Fire Marshall for which appropriate training will be given.

13. To support students on placements.  This may include having students that shadow your work or performing a supervisory role.  Appropriate training will be given.

14. To participate in Age UK Wigan Borough promotional events as required.

15. To work within all the guidelines, policies and procedures as set out by Age UK Wigan Borough.
16. To attend Induction, Training and regular Staff Meetings as and when required.
17. To carry out any other duties as may be requested which are consistent with the duties and responsibilities of the post.
AGE UK WIGAN BOROUGH

PERSON SPECIFICATION – Support at Home Assistant Team Leader
BASED AT Age UK Wigan Borough

Please ensure that you show how you meet each of the following requirements 

when completing your application form.

	
	ESSENTIAL



	Knowledge and Experience



	1.
	Experience of working with older people



	2.
	Experience of working in a busy office environment



	Skills


	1.
	Excellent verbal skills and a calm, empathetic approach to older people



	2.
	A good understanding of common office software applications, in particular Microsoft Word, Outlook and Excel.

	3.
	Ability to accurately record information, showing attention to detail.



	4.
	Excellent time management skills and the ability to prioritise a heavy workload.



	Personal Attributes


	1.
	Demonstration of the Age UK Wigan Borough PRIDE values: Person-centred, Respectful, Innovative, Dynamic, Empowering

	2.
	This post requires a valid driving licence and access to a car for business purposes.


