Personal Assistant to Rehabilitation Worker 
Employment status:
This role is a self-employed position and the individual will be responsible for paying their own Income Tax, National Insurance and pension contributions. 
Hours of work:

Up to 24 per week. 





Will consider job share/or two part-time workers.
Salary:



Location:



Job Description
The post involves providing transport and working alongside the Rehabilitation Worker (RW) in service users’ homes, events in the community, working remotely and atXXXX.  The role will support the RW to provide statutory assessments of social care need on behalf of the local authority and with completion and input of documentation.  Additional the post will assist in the planning and delivery of one-to-one or group rehabilitative programmes for people with sight loss.  
Duties
· Planning routes and providing transport for the RW to appointments across [large county council].

· Locating and preparing stock relevant for visits and recording codes where appropriate.

· Supporting the RW when undertaking statutory assessments of needs for people with sight-impairment, within contracted target times and service. 

· Administrative duties, which include scribing forms, taking notes, completing spreadsheets and data inputting on local authority systems.   

· Providing visual support during mobility training and rehabilitation sessions. 

· Supporting the RW in promoting independence, enablement and empowerment of service users through the provision of equipment and/or pertinent information relating to entitlements such as relevant services, welfare benefits/concessions.
· Undertake additional training as required to enable the post holder to provide a more efficient service.
· Supporting the RW to develop programmes that are tailored to the individual needs of the client, including specialist provision for clients with additional needs such as learning disabilities or dementia.

· Supporting the RW to risk assess activities in relation to the safety of service users, volunteers and staff as appropriate.

· Supporting the RW to follow protocols in relation to safeguarding vulnerable adults.
· Assisting the RW to provide support to xxx social clubs, including making occasional visits to ensure the club’s provision is in line with xxx values and standards. 
· Supporting the RW to organise and be involved with the delivery of awareness raising sessions for other disciplines within Social Services, Health Authorities, voluntary and community groups and the public.
· Supporting the RW to maintain and update knowledge in key areas including equipment and technology, local policy and relevant legislation. 
· Supporting the RW to organise and/or attend meetings, events and conferences where appropriate
· Performing other duties that the RW may consider appropriate and within the skills base of the post holder.
Person Specification
Essential Criteria
Be able to demonstrate:
· Ability to analyse and use professional judgement in order to assist RW when assessing risk and understanding safeguarding indicators.
· Excellent verbal, written communication and proof reading skills. 

· Excellent organisational skills and the ability to work to tight deadlines and manage workload effectively.
· Competent IT skills, including the ability to be self-supporting in the use of MS Office, including Outlook, Excel and the use of databases for inputting and information retrieval. 
· Experience in providing administrative support in a dynamic and demanding environment. Ability to undertake all administrative procedures appropriate to the role and within given timescales.
· A commitment to the RW’s aims of anti-discriminatory practice and an empathetic client centred approach to focus on maximising enablement. 

· Possession of a professional manner and flexible approach to working.
· Ability to provide transportation to RW across the area of service.  Full driving licence and business insurance required. 
· A commitment and a willingness to undertake appropriate training.
· Ability to use initiative and make effective decisions, within limits of responsibility.

Desirable Criteria
· An understanding of the issues relating to sight impairment.

· An understanding of Health and Social Care.
· An administrative or secretarial qualification.

· Stock control skills.
· Effective minute taking skills.

This job description is not exhaustive, but is provided to assist the post holder to know what her/his main duties are.  It may be amended from time to time without change to the levels of responsibility and in discussion with the post holder.

This role is funded by Access to Work.

