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Full Job Description
Support worker – Complex care Unit

This is an exclusive opportunity to join this highly successful & established complex care unit in Birmingham.

1. Job Purpose

To provide a housing management and support service in the complex care unit, to vulnerable homeless adults who have been discharged from hospital with care needs.

To be aware of the support and wellbeing needs of individual residents and ensure these needs are met by obtaining help from appropriate agencies, to enable residents to maintain independent living. To work flexibly in a team that provides 24/7 day a week service to residents.

This role requires the post holder to liaise with a wide variety of agencies including the ambulance service, Health and Community Services, Community Mental Health Team, social workers, Carers, Doctors, occupational therapists, home from hospital services, Police etc.

2. Organisational Position

Reporting into Deputy Manager

3. Key tasks, duties and accountabilities

Housing management duties

Ensure residents have maximum income, advise and assist with claims benefits available.
Defuse resident conflicts and anti-social behaviour.
To be aware of any safeguarding concerns. To report, where appropriate, any safeguarding issues to the relevant Safeguarding teams and Manager. Attend safeguarding meetings, monitor and review where necessary.
Check void rooms are suitable for viewing, carry out accompanied viewings and provide feedback on the viewing.
Welcome new residents and introduce them to the services, facilities and emergency procedures of the scheme. Advise and instruct residents on the proper use of fixtures and fittings provided in the properties and in the shared areas.
Establish and maintain links with the local community, be aware of the resources available to residents within the community and encourage residents to make the scheme into a neighbourly and mutually supportive community.
Advise and assist residents with service charges and support charges.
Supervise arrangements and collect monies where necessary. Maintain accurate records of all income collected and spent and ensure all money is kept in a secure place.
To be responsible, as far as is practicable, for the supervision, cleanliness, safety and security of the building and shared areas and report any defects in the premises or equipment or accidents as appropriate. Follow up to ensure satisfactory and timely completion.
Immediately notify Manager of any major incidents e.g., fire, criminal activity, breakdown of alarm, heating, loss of electric supply.
Work in accordance with lone worker and staff protection procedures when applicable.
Support duties

To be aware of the individual well-being of each resident by making regular face to face or verbal contact in accordance with agreed procedures. Visit residents identified as being ‘at risk’ daily.
Identify, monitor, and review the care and support needs of residents and make referrals to the appropriate statutory or voluntary agencies on behalf of the resident.
Consult with the residents, families, carers and personnel from Health and Community Services, Community Mental Health team, GPs and other agencies and to participate in care and support planning,
Promote, support and if necessary, organise communal activities with residents, to include health and wellbeing and education events, encouraging maximum use of the shared facilities by the residents.
Work and consult with the Supported Housing Hostel Manager daily.
Document all support provided on resident’s electronic file.
General

To work within the procedures, processes and guidance included in the Staff Handbook.
To provide information, guidance, and advice as appropriate.
Prepare, complete and review support plans and risk assessments, carry out any follow up actions and monitor outcomes for each resident.
Work within the guidelines included in the professional boundaries procedure and ensure the highest standards of confidentiality relating to individual residents are maintained.
Utilise the information technology available including, Outlook and Microsoft applications.
Maintain an efficient manual and computerised administration system for supported housing schemes. Maintain the Supported Housing Hostel diary and record of resident contact daily, and Hostel resident records in accordance with the agreed procedures.
Contribute to development work and projects that meet the needs of supported housing residents, adopt specialisms on behalf of the team and contribute to the review of procedures and processes.
Attend staff meetings, training sessions and other meetings as required.
Perform any other reasonable duties compatible with the nature of the post as determined by Managers within the service area.
4. Governance and corporate responsibilities

Undertake any additional responsibilities as directed by the line manager commensurate with the level and grading for the role
Adhere to the Company’s policies, rules and procedures including, Health and Safety, Equal Opportunities, all other legislative responsibilities, governance, financial and procedural rules.
Ensure compliance to the organisation’s Code of Conduct in the delivery and provision of services to staff and the community
Benefits

Salary: £19,500 Per Annum rising to £20,500 after successful completion of probationary period.
Job Type: Full-time 37.5 hours per week- shift pattern’s between 8am and 8pm
Pension
Uniform supplied
28 days holiday (including Public Holidays)
37.5 hours (Monday to Friday)
Free car parking

Job Type: Full-time

Salary: From £19,000.00 per year

Benefits:

On-site parking
Schedule:

Day shift
Job Type: Full-time

Salary: £19,000.00-£20,000.00 per month

Benefits:

On-site parking
Schedule:

8 hour shift

















Sabrina Akhtar
Email: sabz_akhtaroutlook.com
About me:
I am 21 years of age, I am very enthusiastic and an intelligent female, I enjoy learning and experiencing new things, I love facing new challenges and meeting new people. In my spare time, I enjoy spending it with family or spend time with my friends. 

Key skills:
Planning and managing workload through prioritizing 
Ability to work calmly and effectively under pressure and meet deadlines
Strong behavioural management skills
Proficiency in using MS office and social media

Employment history:
Nursery assistant, ST catholic school, Birmingham (NOV 2018-2019)
Engaging and playing with the children
Helping to feed the children
Adhering to children`s sleep routine
Ensuring the toys and nursey was clean and hygienic and a safe place to play
Generally making the nursery a fun and happy place for the children to learn and develop.

WAITRESSING, Restaurant Birmingham (July 2019)
Providing a warm welcome for customers
Dealing with customers queries, requests, bookings, and registration politely and professionally
Receiving food and drinks orders, serving customers to required standards 
Ensuring timely delivery food and beverages to customers
Understanding menu content and keeping up to date with and changes
Looking after guests with special needs, i.e., dietary requirements, mobility issues etc.




SENIOR SUPPORT WORKER (part time), BIRMINGHAM (2021)
Hair salon, BIRMINGHAM (part time)
Ringing up clients every week, asking about their wellbeing 
Helping them apply for jobs
Booking doctors/ dentist / hospital appointments for clients
Printing out info based on client’s mental health, if a client has with anxiety I would print out a leaflet with information, telling the client how to calm their anxiety, and what steps they need to take. Whereas, if the client self-harms or has suicidal thoughts, I would refer them to a councillor who would see them every week and provide them with support, I would check up the clients myself and pay them a visit too see how they are.
Do clients risk assessments every 3 months (update it, if anything changes)
Check up on clients if they are taking their medication regularly

Hair salon:
Book customers in for appointments
Give clients the treatment they ask for
Offer the client a drink or a snack
Give good customer service
Answer phone calls, reply to messages, confirm bookings with clients
Ensure no children was running around the salon due to health and safety guidelines
Make sure the client was happy with the treatment before they left.

Education and training:
Functional skills in English and maths level 1 and 2
Hair and beauty level 1 and 2
Completed data protection course 
Completed safeguarding adults’ course
Completed GDPR training


REFERENCES:
References upon requests
Sabrina Akhtar
Sabz_akhatar@outlook.com
07412 321 8888
BIRMINGHAM/UK
Dear Complex care unit, 
My name is Sabrina and the reason, I am writing this letter is because I would like to have the opportunity to show you how I deal with quires, difficult patients, etc I like to show you how I collaborate with elderly people and patients who are need of care and support. I was looking online on indeed and I happen to come across this job role, I have read the description of this job role and I am quite interested, and I have what it takes to become a support worker.
I am really patient and understanding when dealing with a difficult situations, I am able to give the right support mentality and physically be there for someone and reassure them, because I have experience from working with clients who suffered with mental health issue, it would be easier for me to understand someone and give them the right support an help that they are need of. In addition, I have worked with young people which has increased my ability to mix with people from all background. It would be a fantastic opportunity and I would be learning new things and gaining new experience as I go along, it would give me the ability to manage different situations. I would make a change in people`s lives and give them the right support that they need.
When working with elderly people, most of them would tell you how lonely and upset they feel, they do not have anyone to speak too, I would be happy to work with elderly people and build a relation with them, I would help them in different ways, help them apply for activities, take them for walks and do many more things, I would make them feel happy mentality and physically.
I would be looking forward in hearing from you, if you would like any more information, please contact me on my email or through my mobile number. You can also read my C.V for any more info,
Your sincerely, Sabrina.









