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BRIGHTON & HOVE CITY COUNCIL          1331bm2
JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Occupational Therapy Assistant

	Reports to:

	Operations Manager

	Department:
	Housing

	Section:

	Housing Adaptations OT Team 


Purpose of the Job

To manage a range of duties to include a protected and graded caseload within a framework of supervision, which includes conducting needs led assessments, support planning, implementation and evaluation of appropriate action to meet service users needs, as well as identification and management of risk; whilst ensuring that resources are utilised effectively.

Principal Accountabilities

1. To manage a protected and graded caseload including holistic and person-centred assessment of need in a service user’s home, support planning, preparation of reports and implementation and evaluation of suitable and cost-effective intervention (within a framework of supervision and appropriate guidance from a qualified Occupational Therapist), to effectively meet the needs of people who have permanent and substantial disabilities.

2. To plan and recommend appropriate interventions including the prescription of equipment, minor adaptations and less complex major adaptations, where necessary and appropriate, in accordance with the Chronically Sick and Disabled Act 1970 and the Housing Grants, Construction and Regeneration Act 1996
3. To maintain comprehensive and accurate records of work undertaken, manually and electronically, to ensure compliance with organisational and Caldicott guidelines including confidentiality and client access to files.  To access, input and retrieve data from organisational databases (Care First and Adaptability 2) to give up to date and high quality information enabling the organisation to fulfil its statutory reporting requirements.
4. To work in partnership with individuals, carers and relevant partnership organisations (i.e. Health, Housing, 3rd and Private Sector etc.) to ensure maximum autonomy, dignity and choice
5. Empower service users to increase and/or maintain their independence through the provision of information and advice regarding the management of a condition causing disability
6. To provide relevant information to clients regarding Direct Payments or any other relevant statutory benefits that relate to a client’s disability and other relevant statutory or non-statutory services, including referral where appropriate
7. To supervise service users, as part of the reviewing process, in the safe demonstration and use of equipment, in accordance with the Consumer Protection Act 1987.

8. To demonstrate Best Value principles and cost-effectiveness when obtaining quotes and negotiating with reps, service providers, when presenting cases, as part of clinical reasoning, to the OT Best Practice Panel and the Integrated Community Equipment Service Exceptions Panel.

9. To participate and assist in the induction, training and development of staff and students from both within and outside the directorate, e.g. Enhanced Assessor training, as well as participating as members of working parties, pilot schemes and other projects (specific limited term tasks) contributing to the development of the service.

10. Contributing to OT Best Practice Panel, relevant team meetings, professional forums, as well as the development of work policies, processes and service delivery.
11. Identifying and alerting, in line with current legislation and local procedures, to safeguard the welfare of Vulnerable Adults and Children to make sure they are managed appropriately.

12. Commitment to continued training and professional development.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

General Accountabilities

(Please insert relevant paragraph from Job Description Questionnaire Guidance Notes on Health and Safety and Equality accountabilities)

13. You must demonstrate commitment to working in an anti-discriminatory way, in accordance with the organisation’s Equalities and Diversity Policy, at a level appropriate to the job.

14. You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility, e.g. Lone Working Policy etc.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Occupation Therapy Assistant

	Reports to:

	Operational Manager

	Department:
	Housing

	Section:

	Housing Adaptations OT Team 


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	Qualifications

· Educated to NQV level 2 or equivalent experience 
Knowledge

· Awareness and knowledge of the needs of older people and people who have Physical Disabilities, their families and/or carers
· Awareness and knowledge of the role of an Occupational Therapy Assistant and the relevant legislation that underpins the role, including: The Chronically Sick and Disabled Persons Act 1970, Disabled persons Act 1986 and The NHS & Community care Act 1990

· A working knowledge of safe manual handling practice and an ability to carry out safe manual handling practice in compliance with manual handling guidance.



	Experience
	·  Experience of working as an Occupational Therapy Assistant, or experience of working with older people or people who have a physical disability, or experience of working in the health and social care field with related service user groups e.g. Mental Health/Learning Disability.


	Skills and Abilities
	· Ability to relate to a wide range of people including service users, colleagues and other professionals

· Ability to work independently and as part of a multi-disciplinary team, as well as to prioritise work and manage time effectively, including meeting deadlines and managing travel around the city.

· Ability to use patience, tact, diplomacy and discretion when dealing with others.

· Ability to problem solve and adopt a flexible approach to work.

· Ability to communicate clearly both verbally and in writing and produce good quality written assessments and care plans, as well as inputting and maintaining computerised data records.


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy. 



	Other Requirements
	· To be committed to continued personal development and have a flexible and positive attitude towards change.
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