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COMMUNITY CARE SERVICES





Person Specification – Community Care Assistant  
The Community Care Assistant is an active member of the Harmony CCS team, supporting service users and clients through the promotion of independence and planned programmes of care. 

They are responsible for treating all service users and clients with respect and courtesy, maintaining dignity and respecting individual needs and differences, both physical and cultural.

Role Purpose:

Harmony CCS is dedicated to meeting the needs of our service users and our staff, this is achieved by establishing a set of values and goals which underpin our service. They are 

As follows to:

	Provide care that is compassionate  
	Caring for people in ways we would want for our loved ones to be cared for.
	Achieving our goals- 
	For our users, for our staff, for our teams, for our organisation 

	Working as a team 
	As a team forging strong links with our service users, their families and the multi-disciplinary team, so we can rise to the challenges we face together 
	Delivering Excellence- 
	Because our service users deserve the best care possible 


	Job Overview

	Post
	Community Care Assistant 

	Accountability
	Company Directors, Registered Manager, Regulation and Quality Improvement Authority (RQIA), Northern Ireland Social Care Council (NISCC), Health and Social Care Trusts (HSCT), Health and Safety Executive for Northern Ireland (HSENI)

	Line Manager 
	Homecare Manager

	Location
	44-46 City Business Park Derriaghy Belfast BT17 9GX

	Contracted Hours
	To be discussed

	Working Pattern and Conditions
	Ultimately the working hours are dependent on the needs of the community and flexibility is required to ensure the safe and effective delivery of care. 

	Band / Level 
	New staff are designated Level 1  (Red Status) pending competency sign off where they rise to Level 2 (Amber Status) 

Staff who are level 2 and above are eligible for keyworker status which provides the employee with a specific run/rota 

	Salary
	Harmony CCS offers a competitive salary, work pension, and 35p per mile travelling allowance. Plus Annual bonus December (permanent staff)

	Job Purpose
	The Community Care Assistant is an active member of the Harmony CCS team, supporting service users and clients through the promotion of independence and planned programmes of care.
They are responsible for treating all service users and clients with respect and courtesy, maintaining dignity and respecting individual needs and differences, both physical and cultural.
Daily duties may include but are not limited to:
· Medication assistance or prompting
· Assisting client/service user with personal care
· Assisting with nutrition including meal preparation, prompting or assistance with feeding

· Housekeeping duties e.g. bed changes, dishes

Keyworker Duties include but are not limited to:

· Making sure Care Plans and Time Table of Services are up to date

· Keeping an adequate supply of documentation including evaluation sheets in the Service Users Home

· Returning monthly evaluation sheets

· Building relationships and providing good communication between the service user, NOK, family and Community Management

· Reporting changes

· Leading in double calls

· Maintaining a supply of PPE




Major Responsibilities – Community Care Assistant
	Care Responsibilities

	To provide care in such a way so as not to bring Harmony CCS, its clients or service users into disrepute.

	To have a caring, open and responsive approach where the service user feels respected as an individual and that his or her needs being met is key to the delivery of quality services.

	To ensure person centred values are promoted and applied on a daily basis with service users and clients.

	To respond to the emotional, spiritual physical and mental needs of the Service User.

	To monitor client/service user's hygiene and self-care.

	To be knowledgeable regarding service users’ care and support plans.

	To be knowledgeable on all aspects of the provision of medication, care practices and equipment that are used by Community Staff.

	To report any issues or complaints that you become aware of with clients or service users, their representatives, GP’s and the multi-disciplinary team in relation to clients or service users care provision to the community management team.

	Immediately notify the community management or on call team should any difficulty or abnormality take place and record same appropriately.

	Communication Responsibilities

	To build professional rapport with service users and their families, communicate with them in a way that respects their views, autonomy and culture.

	To be flexible in your availability outside of normal working hours for communications related to the management clients and/or service users.

	To maintain effective communications with clients, service users, relatives, staff members and the community management team.

	To report any staffing issues to the community management team e.g. failure of a staff member to come into work, poor practice.

	To read weekly policies. Notifying the Homecare Manager of any abnormalities or inaccuracies contained in the policies.

	To report any emergencies to the on call team outside of office hours.

	To report immediately to the Appointed Person or Adult Safeguarding Manager any safeguarding concerns.

	Human Resources Responsibilities

	To attend and contribute to staff meetings.

	Report any changes to the glance sheet/daily runs to the community management or on call team.

	Training and Induction Responsibilities

	To keep up-to-date with best practice through self-teaching, training, seminars and other workshops provided by credited organisations and Harmony Community Care relevant to your role.

	To document training relevant to your role and update the NISCC Post Registration Training and Learning appropriately.

	To ensure your  NISCC registration is maintained and PRTL updated accordingly.

	Health and Safety Responsibilities

	To report any illness, infection or disease that may be contagious to the Homecare Manager. 

	To understand and apply the company’s policies and procedures in relation to Health and Safety, Infection Control, Fire and Evacuation.

	To promote safe and healthy working practices in the community that facilitate a safe, clean and hygienic environment and that infection control procedures are maintained.

	To provide an environment for clients, service users and staff that has any risks assessed and measures put in place to manage these risks.

	To be knowledgeable regarding health and safety at work, including environmental health, and have the ability to recognise the risks to your personal safety and wellbeing in your work setting and taking steps to minimise these.

	Contribute to the risk assessment process by identifying and reporting risks and concerns.

	To report faulty equipment and appliances, in a timely manner. 

	To be knowledgeable regarding emergency procedures pertaining to the service users.

	To report and take appropriate action relating to accidents at work. 

	Daily Responsibilities

	Keep records up to date, complete, accurate and legible.

	To liaise with the community’s management team on issues arising outside of your ownership areas to ensure the appropriate steps can be taken to resolve any problems in a professional manner.

	To exercise good personal time management, punctuality and consistent reliable attendance.

	To participate in audit and evaluation of the service as requested by your supervisor 

	Record Keeping Responsibilities 

	Ensure documentation requested by the company is submitted accurately and on time including but not limited to Health and Safety practices, Access NI, NISCC, Car, Payroll, appraisal, leave, service user and ID documentation.

	Ensure all documentation is contemporaneously dated and signed where appropriate. Ensure documents are completed in black pen and when completing an evaluation sheet ensure the full date is provided e.g. 01/08/2023 and that the service users full name is given e.g. Mr John Brian Black 

	This job description is not intended to be definitive or restrictive and is provided as a guide to this job role. The job description may be modified from time to time to meet the changing needs of the post. Any amendments will be within reason and will be agreed with the post holder in advance.


In addition:-
Flexibility 
a) This job description is intended to provide a broad outline of the role. The post holder may be required to carry out other duties commensurate with their grade and competence. 

Policies and Procedures 
a) The post holder is required to familiarise themselves with all Harmony CCS policies and procedures and to comply with these at all times. 

Confidentiality and Data Protection 
a) The post holder must maintain the confidentiality of information about service users, staff and other health service business and meet the requirements of the General Data Protection Regulations (2018) at all times. 

b) The post holder must comply with all Harmony CCS information and data protection policies at all times. The work within Harmony CCS is of a confidential nature and any information gained by the post holder in their role must not be communicated to other persons except where required in the recognised course of duty. 

Health and Safety 
a) Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act (1974) and must follow these in full at all times, including ensuring that they act in line with all agreed procedures at all times in order to maintain a safe environment for service users, visitors and colleagues. 

Equality and Diversity 
a) Harmony CCS is working towards equality and has policies relating to the equality of opportunity in employment and service delivery. All staff are expected to comply with these policies. 

Use of Technology 
a) Harmony CCS is making increased use of computer technology. The majority of employees (both clinical and non-clinical) should expect to use automated information systems in their work in order to improve quality and co-ordination of services, and to enable faster and more certain communication within Harmony CCS. Necessary training will be provided. 

No Smoking Policy 
a) Harmony CCS operates a no-smoking policy, in line with Government legislation. This applies to all staff, visitors and service users. It is a condition of employment for staff that they do not smoke whilst on duty this includes electronic cigarettes. 

b) Whilst we do not discriminate against employing smokers, they are expected to adhere to this policy and all prospective employees should be aware of this. 

Professional Registration 
a) All care staff are required to register with the NISCC and uphold the Standards of Conduct and Practice November 2015. 

Infection Prevention and Control 
a) Infection Prevention and Control is everybody's responsibility. All staff, both clinical and non-clinical are required to adhere to Harmony CCS’s Infection Prevention and Control policy and make every effort to maintain high standards of infection prevention and control at all times thereby reducing the burden of Health Care Associated Infections. 

Safeguarding 
a) Harmony CCS is committed to safeguarding and promoting the welfare of adults and children and expects all staff and volunteers to share this commitment. Rigorous recruitment checks are carried out and successful applicants may be required to undertake an Enhanced Disclosure via the Disclosure and Barring Service (DBS). 

Quality 
a) Excellent care that is dedicated to meeting service users’ needs is at the heart of our mission statement. To make sure our care meets this high standard all staff must ensure that the three themes of quality care are provided in every encounter they have with our service users. The three themes are safe care, effective care and person-centred care.
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