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Dear Applicant
Thank you for your interest in the position of Personal Assistant at Southside Partnership.  Enclosed for your information you will find:

· Information about the organisation

· A job description and person specification for the role in question

· Application Form

You will notice that in the Personal Statement section, we have asked you to address each of the competencies that Southside believes are essential for this role.  When completing this section you must address each of the competencies that are listed.  Your responses in this area should be based on examples from real life which will show how your knowledge, experience and skills relate to that particular competency.  Your answers in this area will form the basis for short-listing.
The deadline for receipt of completed application forms is 25th February 2009.  

If you are shortlisted you will be contacted by a Human Resources representative to outline the next stage of the selection process. 

We look forward to hearing from you.

Yours sincerely
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Nicci Bliss
Head of Human Resources 
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Your Southside Partnership information pack includes:

· Working at Southside Partnership

· Some Background

· Our Strategic Aims

· Our Values

· Context

· The Benefits

· Fanon Mental Health Services

· Learning Disability Services

· Job Description/ Person Specification/ Additional information 

Working at Southside Partnership

Southside Partnership’s vision is

Supporting people to lead independent lives

Some Background

Southside Partnership was established in 1991 after the merger of two small charities.  It is a limited company and registered charity providing high quality, individually tailored support for people with mental health and learning disabilities with a view to improving life opportunities and independence within the community. Fanon, the division of the organisation which works specifically with people from black minority ethnic communities joined the group in 1999. Service provision at present is predominantly across South London [Lambeth, Southwark, Wandsworth, Merton, Surrey and Sutton] as well as one service in Westminster and Islington respectively.  The organisation has an annual turnover of £9.5m, employs 213 staff and works in partnership with Primary Care Trusts, Local Authorities, Registered social landlords and other voluntary sector partners managing a range of community based services including residential services, respite, day opportunities, adult placement, outreach and criminal justice services.

Strategic management is undertaken by a Board of Trustees made up of experienced representatives from industry, public sector, housing, health care professions and experience of using mental health services.  The Chief Executive reports to the Chair of the Board and leads a leadership team responsible for day to day management, planning, organisation and resource management.  

Our Strategic Aims

Two key themes run consistently run through all of Southside Partnership’s activities which we describe as the Golden Threads and they are to deliver:

· Person centred individualised services; and

· Sustainable growth.

All Southside Partnership activities and initiatives must bring us demonstrably closer to achieving these golden threads in order to gain the support of the Leadership Team and agreement by the Board.

The organisation has five strategic aims and our business plan seeks to move us closer to achieving positive outcomes in all of these areas.

· Genuine, active and demanding involvement of service users shaping what we do. 

· Attract, develop and retain staff with the talent to achieve our vision.

· Provide value for money services, which are appropriately and securely funded, supported by a sustainable and efficient infrastructure 

· Be a growing provider of high quality, person centred and innovative services.

· Develop culturally specific social inclusion services for people from black and minority ethnic communities.
We are committed to involving service users in the operation of Southside and Fanon and service users are now actively involved in staff recruitment and development and we have a number of service users who act as ambassadors for the organisation.

All our projects and services continue to make significant steps towards achieving more person centred, individualised and relevant services. For example we work in partnership with The Tizzard Centre, part of the University of Kent, introducing Person Centred Active support across all our learning disability services. In our mental health and Fanon services our work to adopt a new approach to needs assessment and support planning has resulted in a partnership with a mental health umbrella organisation Mental Health Providers Forum to implement the Recover Star outcomes tool.  

Southside Partnership recognises the importance of active involvement of service users directing the way the charity delivers its service with involvement of users in staff recruitment and in the development of new services.  Service users have been actively involved in presentations to commissioners and other interested parties about Southside and the services we offer which has led to the development of new services and the expansion of Southside’s reach. Service user involvement remains a high priority for the future as we move towards personalisation where service users will have increasing control not only over services to be delivered but in the commissioning of services. 

Southside Partnership has grown significantly over the last year with income increasing by 27% from the previous year; this has already exceeded the business plan target which was to grow the organisation by 25% over the three years of the plan. This growth allows us to continue to deliver quality services despite downward pressures on funding. The social care market place is a complex one with consistent pressure from government for local commissioners to control spending and with imminent moves to more individual funding we recognise that the more diverse our funding base the better able we are to respond to the challenges and opportunities. 

Our Values

Organisational values define the culture that Southside and Fanon seeks to embrace and these are:

· We believe that everyone has rights and should be empowered to exercise those rights.  These include the right to choose, to be treated with respect and dignity, 
the right to independence and privacy, equality of opportunity and inclusion for all.

· We work in an open and transparent way recognising and valuing the contribution people make to the organisation.

· We value and support creativity and innovation in the way support is offered to enable individuals to achieve their aspirations.

· We act with integrity and seek to work in partnership with others to support individuals to achieve independence.

Context

With the recent growth in services delivered by Southside and Fanon a new operational management structure has been developed with the creation of two key new Director roles, namely a Director specifically to lead our Learning Disability Directorate and a Director of Development, to lead on service improvements as well as new opportunities. In addition the Board is considering ways with which Southside and Fanon can work more closely together and to that end the Fanon and Southside mental health services now sit under one directorate. The organisation is therefore at a very exciting stage in its life and we want to ensure we continue to build upon the wealth of our skilled and highly valued workforce.

The Benefits

Our range of employee benefits (after a qualifying period) includes:

· 22 to 25 days’ annual leave (in line with length of service) plus public holidays

· 6% contribution to Pension Scheme

· Cover under our Group Life Assurance Scheme

· Career and Professional Development with day release and sponsorship available

· Range of Learning and Development opportunities

Fanon Mental Health Services 

We have been providing services to support people with mental health support needs since the early 1990s.  Our mental health service provision spans the London Boroughs of Lambeth, Southwark and Merton. The Prison Project currently works across all London boroughs and also operates in Surrey and Kent.  Our service provision includes gender specific services and a number of highly respected specialist BME services.  

The mental health services have a turnover of approximately £4M, employ more than 100 staff and support nearly 450 service users.  Our portfolio of service provision includes Residential Care, Supported Living, Community Outreach, Floating Support, Resource Centres, resettlement and outreach services for offenders and ex-offenders, out of hours crisis social support service for people with mental health needs,  a social enterprise scheme Scotch Bonnet, which supports service users moving into employment and training, and a thriving volunteering scheme.

We are proud of the diversity of our service provision, the diversity of service users and staff.  This has supported us to set challenging ambitions to develop our mental health services to be:

· Person centred

· Recovery focused

· Culturally relevant and competent

We are investing in a programme of continuous improvement across all of our services to turn these ambitions into real achievements.  This involves the joint training of service users and staff, revising our policies and procedures, and refining our training and development programmes.  Staff and services users are actively involved in this programme of work and Service Managers will play a key role by providing leadership and guidance.

Learning Disability Services

We have been providing services for adults with learning disabilities since the early 1990s. Our learning disability services include supported living, residential care services, residential respite, adult placement and a travel support service. We currently provide learning disability services in three boroughs, Lambeth, Wandsworth and Westminster and are currently developing a new Community Support Service in Sutton. Inherent in Southside Partnership’s delivery of services is a genuine organisational commitment to developing services that are not only person centred and offers an individualised service, but supports people to lead genuinely independent lives. From the outset Southside has taken a lead on delivering a service that truly embraces devolved choice and control to our service users as part of the wider move towards personalisation. To this end, we have recently appointed the new post of Person Centred Development Manager to support the organisation in this objective. 

The learning disability services have a turnover of approximately £5.3M, employ more than 100 staff and support nearly 200 service users.  
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Personal Assistant – Community Support Service
Person Specification

If you are called to an interview, you will be assessed against the following competencies, which Southside considers essential for Personal Assistants’.  During the competency based interview we will ask you to give us examples of where you have demonstrated these competencies in the past.

We would also like to know if you have an NVQ3 in Health and Social Care or Promoting Independence.

	Behavioural Competency Framework

	Be enabling, inclusive and respectful of all people

	· Actively seek ways to learn about the needs, wishes and aspirations of all people you have contact with.

· Enable people we support and work with to have new opportunities and experiences and to learn from these and manage risk appropriately.

· Recognise diversity and ensure that all people are treated fairly, with dignity and respect.



	Be able to communicate in an effective and adaptive way

	· Identify and use people’s preferred communication style and change this when required.

· Be patient and use active listening skills when communicating.

	Be creative, innovative and practical in your planning and decision making

	· Use creativity when problem solving.

· Prioritise and plan tasks effectively.

	Be flexible and proactive in your approach to work

	· Be responsive and flexible to unexpected circumstances and the changing needs of the people you support and adapt your working practice accordingly.

· Identify areas for improvement and take steps to make it happen.

	Be able to develop yourself and others; demonstrating an ability to learn

	· Consistently reflect on your working practice, share ideas and learn from others to develop professionally.

· Identify and participate in training, learning and development opportunities.

	Be able to work with others; share and implement knowledge

	· Identify and value differences within a team and work with the strengths of others.

· Challenge unacceptable behaviour at all levels.
· Contribute to and support the development of teamwork.



	Technical Competency Framework

	Mandatory

	· Work and engage on a personal level to meet a person’s individual needs.

· Have an understanding of the rights of people with learning disabilities.

· Draft short reports and maintain current reporting procedures.

· Be able to work independently.

· Work within guidelines and with reference to applicable risk assessments.


	Desirable

	· NVQ in Health and Social Care or Promoting Independence.

· Experience of working with people with learning disabilities.



Job Description

Title:

Personal Assistant – Community Support Service

Reports to:
Manager - Community Support Service

Each service is tailored to the needs of the Service Users.  

	To provide support to people with learning disabilities to enable them to access activities and services of their choice.  

Southside Partnership believes that an “Active Support” model is the best way to enable people with learning disabilities to have the maximum opportunities for community inclusion.




Below is an indication of the duties / responsibilities that a Personal Assistant will undertake.

Service User Support
· To support and promote service-users independence by facilitating their choice of community activity as specified in their Person Centred Plan.

· To support service users to access their community activities, to engage with them and to assist them to be active citizens. 

· To work with service users, family carers and other stakeholders to implement and review Person Centred Plans and Care/ Support Plans

· To work effectively with service-users with a range of communication needs.

· To provide support with personal care when necessary.

· To facilitate the development of small group activities for people with learning disabilities.

Recordkeeping and Procedures

· Maintain, record and report in accordance with financial, operational and local policies and procedures.

· Draft basic reports and complete records of activities.

Health and Safety

· To act work in accordance with Southside’s Health and safety policies

· To develop and implement risk assessments to minimise risk at all times.

General

· To attend regular staff meetings, supervisions and other internal and external meetings as required.

· To undertake any other duties commensurate with the nature and grade of the post as instructed by senior staff.

· To promote positive team working.

· To take part in Induction and further training opportunities as required by Southside Partnership including the possibility of undertaking a relevant NVQ qualification

· To carry out the full range of duties in accordance with Southside Partnership’s Equal Opportunities Policy.

There may be other duties and responsibilities which need to be carried out which, although not laid out in this job description, are an expectation of the Personal Assistant role.  

Post-holders will be consulted prior to any changes being made to this job description.

Please note that Personal Assistants are contracted to work on a sessional basis as and when required. Southside Partnership aims to provide a reliable and consistent service and you will be offered regular hours where possible but this is subject to change, dependent on service users individual needs. Therefore a degree of flexibility is required. Your contract of employment will reflect this arrangement and Southside Partnership will provide advice and information about this as and when you need it.

Additional Information

This is what some of our Service Users have said they want from our 
Personal Assistants…
‘S……’ 
‘’I would like support on five days a week, but on two of those days I would only see you in the afternoon.  

I would meet you in the morning when you picked me up at home around 9.30 and we would either go swimming or bowling or on a day out walking with a group of friends that I have known for a long time.  It’s very important for me to keep in contact with my friends and we enjoy our time together very much.  Some days I might like to go on a visit to a military museum or somewhere I can watch planes take off and land.  

I have a visual impairment so when walking I need a lot of support but this doesn’t stop me being as active as I can.  I love swimming but would need you to swim with me and my friends.  I would also need you to help me a little in the changing room. I like going to the gym but need some assistance with the equipment.  

Sometimes people find me difficult to understand so you have to be patient and ask me to repeat things so that you can help me communicate.  

I like people who have a good sense of humour because I like to have a laugh and joke with my friends.

Usually we would get back home at about 3.30.’’ 
‘O……’
‘’I would like you to support me on Mondays and Fridays. We would use public transport to travel to my activities and arrive back home at about 3.30pm.

You would meet me at home at 9.30 and on Monday mornings I will be attending a course where I will be learning Makaton.  I would like it if you joined in too.  In the afternoon I go to a salsa class which I love and I meet up with a lot of my friends. 
On Friday morning I join a photography group so it would be very helpful if you knew something about computers.  In the afternoon I go bowling with another group of friends in Sutton.  I like to meet up with my old friends and have a chat.  

I love to watch football and to have a kick about too and I like to go to the gym and lift weights.

I’m very quiet but when you get to know me you’ll find I’m very friendly.  

You need to join in the activities with me and be enthusiastic but patient.’’
‘M……’
‘’I love to get out, but I’m not so steady on my feet these days so I might need to lean on your arm sometimes.  I like going shopping with my friend and on those days we would spend the afternoon together after meeting for lunch.  We also go bowling on a Friday afternoon and this is a great time for us to meet up with many of our old friends.  

I would like to start to do some voluntary work at an old people’s home where I feel I could be helping someone.  I think I would like to do this a couple of days a week.  It would be helpful if you could support me when I started while I was settling in and learning how things are arranged in a new place.  

You would need to be patient and be able to watch my mood.  Very rarely, if I feel that people don’t understand me or I can’t make myself understood I can get upset and then take it out on myself.

Sometimes I like to do quiet activities like knitting, sewing and crocheting and this lets me have a chat and socialise too.  

I’m very friendly with a great sense of humour and I am really enthusiastic about many of the things I do.’’
‘J….’
‘’I have been doing voluntary work at an old people’s home on three days a week for the last ten years, and on those days I need someone to help me travel.  I know some short bus journeys but need help in learning new ones or someone with me on more complicated journeys where there are changes involved.  

I like to go shopping with my friend ‘M…’ and on those days we meet up for lunch first.  I also meet her for an afternoon’s bowling on Friday and a morning where we like to do something together like sewing or knitting.  I would like it if you would be involved in our group.  

Although I am a very friendly and trusting person, I may take a little while to get to know new people but when I do I need to rely on them.’’
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