

GUIDANCE NOTES

YOUR APPLICATION AND THE RECRUITMENT PROCESS
Thank you for expressing an interest in working for Next Generation Housing Services
These guidance notes are designed to assist you with your application and to explain the process that will be used to select the most suitable applicant for the post.
READ THE JOB INFORMATION CAREFULLY BEFORE COMPLETING THE FORM
The job description lists the main duties of the post and the person specification identifies the necessary competencies required to undertake the role.
COMPLETING THE APPLICATION FORM
NGHS strives to be an Equal Opportunities employer and therefore requires the same range of information from all applicants to be submitted on the NGHS Application Form. Please do not send either a CV or written testimonials as they will not be taken into consideration and will not be forwarded to those who will be selecting candidates for interview. Please do not include your name on any supplementary sheets, but ensure that the supporting papers are securely fastened to your application form.
EVIDENCE IN SUPPORT OF APPLICATION
A Competency is the underlying skill, behavior and knowledge required to perform well within a particular job role.
Please think carefully about why you would like this job and what experience and skills you have to offer. These may have been gained through previous employment (either paid or unpaid), a course of study or through general life experience. It is extremely important that you address the requirements as listed in the person specification and show how you are able to satisfy each of the criteria. Please remember that it is not sufficient to repeat what the person specification lists – you must demonstrate how you meet each requirement, this may involve describing a situation where you have successfully employed a required skill. We are unable to make assumptions about your knowledge, skills or experience and the information that you provide will be the only basis upon which we can decide whether or not you will be shortlisted for an interview.
By quoting examples of why and how you demonstrated the skills, knowledge and other qualities in the past show that you have the potential to apply them in a new job in the future.  Examples need not just come from work, but also from things you have done in your spare time with family or friends.  Examples can also be given from any voluntary work or education or training you may have completed.
RETURNING THE APPLICATION FORM
Please ensure that all sections of the application form are fully completed, that you have completed and signed the Declaration of Criminal Convictions form. Should you require additional space, you are welcome to use additional sheets of A4 up to a maximum of two sheets.
The completed forms should be returned by email to recruitment@nextghs.co.uk    
[bookmark: _GoBack]The form should arrive no later than 12pm on the closing date. Any forms that arrive after this deadline will not normally be considered for shortlisting. Should you have any difficulties completing or returning the form, please contact head office on 0203 953 0226
SHORTLISTING, INTERVIEWS AND APPOINTMENTS
After the closing date the application forms are read carefully and measured against the criteria listed in the Person Specification. Those people who, in the opinion of the selection panel, best meet the requirements of the Person Specification will be invited to an interview. We strive to ensure that all candidates are contacted regarding the outcome of their application within three weeks of the closing date. Any offer of employment made following interview is subject to the receipt of satisfactory references and appropriate checks by DBS, and all relevant information given on the application form will be verified. Any offer of employment made may be withdrawn if it is found that the candidate has knowingly withheld information, or provided information which is false or misleading.














Job Description


1. Job Title: 	Bank/ Floating Support Worker  – Housing Support Services 

2. Location:     Sittingbourne 
	

3. Job Purpose: 	

Working at functional level, the post holders will provide a high-quality service achieving set key performance indicators whilst working within the cultural and ethical framework of NGHS.	

4. Reporting: 

The post holders will report directly to the Senior Support Worker through him/her to the Operations and Business Manager.

5. Key Result Areas:

· Effective delivery of a sustainable service, to provide a continuum of care for service users
· Comprehensive and efficient recording systems to support the needs of service users
· Consistent adherence to all relevant policies and procedures ensuring best practice and legal compliance
· Contribution to the continuous development of the service

6. Key Tasks:

Service
· Provide appropriate levels of high quality support to service users
· Assess, plan and develop care plans to meet the needs of the service user.
· Act as a key worker, providing tailored and person-centred support to individual service users for whom you have responsibility
· Work collaboratively with Council to deliver excellent outcomes for service users
· Support service users to abide by the conditions of the service provision 
· Chair multi-agency reviews with service users, social workers, housing officers and other appropriate agencies
· Undertake household and domestic duties as required, in order to maintain facilities to a high standard
· Security and safety checks of the accommodation and the surrounding areas

Staffing
· To be part of the shift patterns within the service, 

Finance
· Accurately record financial transactions

Recording Systems
· Maintain records as set out by the organisation in relation to all Throughcare and Aftercare functions
· Maintain case files and ensure all relevant documentation is completed to the highest standards and within agreed timescales
· Accurately record matters relating to service users and report as appropriate
· Record and complete incident reports as required

Policies and Procedures
· Comply with relevant Health & Safety legislation
· Ensure NGHs guidelines, policies and procedures are adhered to
· Ensure confidentiality is maintained at all times
· Comply with requirements of relevant external agencies

Development
· Identify opportunities to develop new activities and programmes to enhance service user engagement and participation  
· Develop and effectively communicate proposals for service improvement
· Actively participate in regular team meetings and other meetings as required to meet the needs of the service

7. Relationships: 

Internal
· Develop good communication and working relationships with line manager and within the staff team

External
· Represent NGHS to local partnership agencies including Housing Services, Social Work, Education and other relevant bodies.
· Promote NGHS services through agreed mediums

8. Working Conditions:

· An average of 35 hours per week on a shift Rota system, plus to ensure service provision and adequate level of support to the services.
· Annual leave entitlement of 5.5 weeks per year
· subject to a minimum of 6 months’ probationary period.
· You will be automatically enrolled into the People’s Pension following successful completion of your 6-month probationary period, provided you meet the auto-enrolment criteria.
· Due to the nature of our work you may be asked to work at different locations depending on operational requirements.

9. Additional Relevant Information:

It is the nature of the work of NGHS that tasks and responsibilities are, in many circumstances unpredictable and varied.  All employees are, therefore, expected to work in a flexible way when the occasion arises.  These additional duties will be compatible with the regular type of work.  If this becomes a regular part of the job it will be included in the job description in consultation with the member of staff.
The cost of a DBS check will be of the candidate and will be refunded after 6 months of service.

Person Specification

Location:	 Kent
	Factor
	Essential 
	Desirable

	Education & Qualifications
	· NVQ level 2 Health & Social Care, HNC Social Care or SCQF equivalent 
	· First Aid Certificate


	Knowledge & Experience
	· Knowledge of current relevant legislation and policies relating to LAAC, residential child care, social care, and current legislation and policy
· Knowledge of issues surrounding throughcare and aftercare for young people
· Experience of working with vulnerable service users
	· Experience of working in a similar environment
· Experience of working with young people
· Experience of Key Working

	Behavioral Competencies/ Skills
	· Ability to work independently and demonstrate lone-working competencies
· Ability to communicate effectively with people at all levels in a variety of situations
· Ability to understand and consider the views, concerns and needs of others when taking action
· Ability to work towards performance targets to achieve agreed results
· Ability to manage competing demands and priorities
· Ability to implement the aims and objectives of NGHS at functional level
· Ability to build relationships with service users, gaining their trust and understanding their needs
· Commitment to continuous personal development
	

	Job Specific Competences

	· Ability to ensure the service is delivered in accordance with corporate policy, procedures and objectives
· Computer literate and competent with Microsoft Office software package
· Skills and ability in effective time management and working to deadlines
· Ability to compile comprehensive reports as required
	· Skills in working with young people who have experiences of trauma, loss, change and can at times display challenging behavior
· Positive interventions skills
· Value-driven 
· Solution-focused

	Any other requirements
	· Flexibility with regards to working patterns
· Ability to respond at short notice to crisis situations
	



	






Core Competencies
	






Key Competencies


	A – Communication 
B – Service User Focus
C – Planning and Organizing
D – Organizational Awareness
E – Commitment to Ongoing Learning
F – Problem Solving 
	H – Relationship Building


	
Method of Assessment: Application Form, Interview, Certificates of Qualifications



	               	           


	
