[image: image1.jpg]



ENA Care GROUP LTD
JOB DESCRIPTION
	Title
	Live In Carer 


	Department:
	ENA Care Group Ltd


	Responsible to:
	Care Co-ordinator


	Accountable to:
	Company Directors



	Base:
	Within our clients’ own home, any geographical region across England


Job Summary:

The role of the Live In Carer is to perform a variety of roles which enable the client to remain in the safety and comfort of their own home. 
This involves; personal care, shopping, cooking and assistance with feeding, light housework, and in some cases driving. There are specific tasks which relate to each particular client and therefore the above list is not exclusive or exhaustive. 
Organisational Chart:

As indicated on the ENA Care Group Organisational Chart found in the company’s policy and procedure file.

Job Responsibilities:

To provide full and comprehensive care to the client within their own home – this may include: 

Personal hygiene – i.e. bathing, washing, teeth cleaning, hair care, nail care, foot care, eye care etc as appropriate. 

Assisting the client with dressing and undressing as required. 

Daily exercise, often as directed by the physiotherapist. 

Assisting the clients at mealtimes as required. 

Helping the client in and out of bed or wheelchair using a hoist where applicable. 

Enabling mobility, including manual handling transfers, pushing wheelchairs etc.

Using a car to drive clients (if needed and qualified)

To encourage and motivate clients to maintain their independence within their limitations.

Establish a rapport with the client by giving support and having regard for the clients needs.

To encourage clients to use prescribed equipment and assist with the use of the equipment when authorised by the Care Manager/Care Coordinator or a registered healthcare professional.

To contact a doctor, emergency services or make appointments.

Participate in the Company’s code of practice and follow all company policies and procedures.

Assist clients in the administration of prescribed medications

To prepare and cook meals in the clients home.

Assist with budgeting of household accounts, collect, shopping, and paying bills when this cannot be undertaken by others.

To assist with cleaning of a dirty home and promote cleanliness in consultation with the client and the family.

Undertake domestic tasks to maintain a high quality of living which the client would not ordinarily have.

Record and document all appropriate information in the clients care file. 
Toileting, assisting with bowel and bladder management, fitting of unirary devices and dealing with incontinence management (in some cases). 

It is essential that the Live In Carer perform these tasks in a trained, professional, knowledgeable and compassionate manner. In order to do this effectively, the carer will be required to communicate and work collaboratively with the following stakeholders: 

Family 

Friends 

Other health and social care professional involved in the clients care. 

The carer is required to ensure any changes in the clients’ health or wellbeing is reported to the appropriate care co-ordinator / stakeholder. 

To administer medication to the client under the direction of the clients doctor or district nurse. To ensure you keep accurate records of this on the medication form supplied by ENA Care Group (MRF). 

To comply with all ENA Care Group Ltd Policies and Procedures and your Terms and Conditions of Engagement handbook. 
Working relationships

The postholder is required to develop and maintain an excellent working relationship with the clients family, friends, other care agencies and / or health and social care providers. 

Communication requirements

To communicate effectively with the client and stakeholders as mentioned above. 
Leadership and Staff Management Responsibility

None required 
Financial responsibility 

When handling client’s monies a record of transactions such as deposits, withdrawals or purchases must be recorded as designated by policy.

Physical Working Conditions and Environment 

This post involves personal care for clients and may therefore be subject to some unpleasant working conditions.

The post also involves driving with the inherent risk on using roads at busy/hazardous times. 
Additional Information:

Skills, Knowledge and Competencies:

The post holder will be expected to meet the requirements of the post and the person specification.

Health and Safety

The post holder has a duty of care to themselves and to others with whom they come into contact in the course of their work as laid down in the Health and Safety at Work Act 1974 and any subsequent amendment or legislation.

Equality and Diversity

ENA Care Group Ltd is committed to providing an environment where all staff, service users and carers enjoy equality of opportunity and is fully committed to the Equality Act 2010.

This includes recognising diversity of staff, clients and carers and not treating anyone less favourably on grounds of any protected characteristic etc including, age, ethnic origin, religion or belief, gender, gender reassignment, culture, health status, relationship status, disability, sexuality, social background, trade union affiliation or any other unreasonable grounds.

ENA Care Group will strive to eliminate all forms of discrimination.  We recognise that this requires not only a commitment to remove discrimination, but also action through positive policies to redress the inequalities produced by past discrimination.

Confidentiality

All staff must be aware of the Data Protection Act 1984, and its subsequent amendments, which is now in force.  This means that protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, ENA and the individual may be prosecuted.

Standards of Business Conduct and Conflicts of Interest

ENA has adopted a Standards of Conduct Policy, which reflects nationally implemented Management Executive Guidelines. It is the responsibility of staff to ensure that they do not abuse their official position for personal gain or seek to advantage or further private business or other interests in the course of their official duties.  Staff should be informing their line manager if they are working for any other organisation to ensure that ENA complies with the Working Time Regulations.

Behaviours, attitudes, aptitudes and competencies

ENA Care Group is on a mission to change standards in care and make it a profession to be proud of. It is expected the post holder will join the mission and radiate this in your behaviours, attitudes, aptitudes and competencies for the role. The Company will ensure that all employees reflect the standards of behaviour that the company expects at all times. The behaviours are further highlighted within the Employee Charter.

Information and Records Management

To comply with the Data Protection Act 1998, and Department of Health Code of Confidentiality in line with ENA procedures when dealing with clients sensitive information.

To adhere to ENA’s policies on records management including creation, use, storing and retention and disposal of records.

Adhere to ENA’s Corporate Identity – using standard templates and letter headings as appropriate. 

Organisational Change

As services develop and change, the post holder may be required to undertake different/other responsibilities within ENA.

Review:

This job description is an outline, which reflects the present requirements of the post and is not intended to be an inflexible or finite list of duties and responsibilities.  As these duties and responsibilities change and develop the job description will be amended from time to time in consultation with the post holder.

 ENA Care Group Ltd  

PERSON SPECIFICATION 

	Job Title:  


	Live In Carer

	Department: 


	ENA Care Group Ltd

	Date last reviewed:  


	February 2013


	CRITERIA
	ESSENTIAL
	DESIRABLE

	KNOWLEDGE, TRAINING AND EXPERIENCE:

Good standard of English and Maths 

Five GCSE’s including Maths and English (Grade C and above) or equivalent

Further training in care (NVF Diploma)
Experience of working as a carer 
	Yes


	Yes
Yes
Yes


	AREAS OF EXPERIENCE AND KNOWLEDGE:

Experience of care provision

Knowledge of safe manual handling practice and the ability to convey this to others

Competence in understanding and dealing with medical conditions

	Yes
Yes

	Yes


	COMMUNICATION SKILLS

Professional telephone manner

Good communication skills both written and verbal

Ability to work independently 
Good listening skills and ability to manage challenging behaviours.
	Yes

Yes

Yes

Yes


	

	ANALYTICAL SKILLS

Ability to assess clients needs

	Yes

	

	DIVERSITY

Ability to treat all people with dignity and respect regardless of social status or position.
	Yes
	

	PHYSICAL SKILLS

Dexterity, coordination for keyboard skills

Manual handling skills

Car driver (unless you have a disability as defined by the Equalities Act 2010).
	Yes

Yes


	Yes

	PHYSICAL EFFORT:

Post holder should be able to carry out moving and handling in a client’s home and provide emergency care
	Yes
	

	MENTAL EFFORT:

Concentration required for driving

Patience required when dealing with clients

	Yes

Yes
	

	EMOTIONAL EFFORT:

Regular requirement to deal with distressing or emotionally charged situations.

Ability to understand a situation from a client’s perspective
	Yes

Yes
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