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Job Description
	
	

	Role

Responsible to
	Services Assistant

Services Team Manager


	Department
	Services Team




1.  	Main objectives of the post
1.1	To provide support to adults and young people with epilepsy, with a variety of needs, to enable them to maximise the choice and control they can exercise in their life. Ensuring targets are met in line with Epilepsy Scotland’s strategic plan and funding requirements.
1.2	To support adults and young people with epilepsy to participate in the Epilepsy Wellbeing Programme, specifically designed to:
· reduce loneliness and isolation
· help improve the mental health of people who are struggling with life because of their epileptic seizures 

1.3 To help participants in the Epilepsy Wellbeing Programme to identify the steps they can take to help themselves including looking at how to manage:

· their symptoms
· daily life
· changing emotions

1.3.1 To support colleagues in understanding and engaging with the range of issues facing young people with epilepsy. 
2.	Accountability
2.1	To the Services Manager on a day-to-day basis and ultimately to the Board of Directors. 
3.	Principle Duties
3.1	In conjunction with other staff, provide an Epilepsy Wellbeing Programme to develop living skills and enhance participants capacity for self-determination and self-advocacy.
3.2	Offering person-centred and appropriate support to individuals whose anxiety prevents them from leaving their home by: 
· working with them to identify simple goals to help reduce isolation
· helping them work towards attending group sessions independently
3.3	Establishing a good rapport and a focussed working relationship with individual participants as required.
3.4	Delivery of Happy Mail letter service for young people living with epilepsy.

Group Programme
3.5	Attending and supporting in-house group sessions including:
· Group sessions
· Epilepsy Support Group
· Youth Groups and activities
3.6	Establishing a good rapport and a focussed working relationship with groups of participants involved in the Epilepsy Wellbeing Programmes.
3.7	Using a person-focussed approach, encouraging group participants to reflect on their future life in order to:
· identify and overcome barriers
· make informed decisions
· plan and make changes in their life
3.8	Researching opportunities that may be available to participants within their local community.
3.9	Working with participants and other key individuals to strengthen social networks.
3.10	Facilitating access to:
· mainstream leisure and recreational activities
· educational opportunities
· voluntary work
· employment opportunities
3.11	Encouraging and supporting self-management of epilepsy through participation in the Epilepsy Wellbeing Program
3.12 Attending and participating in the running of two annual weekend residential trips for young people living with epilepsy.
3.13 Taking responsibility for groupwork recordings to provide good quality monitoring and evaluation data.  
General
3.14 Providing general administration including:
· preparing reports 
· record keeping
· providing social media material as required
· responding to emails
· setting up venue for groups
· making referrals for Counselling and other relevant services
3.15	Providing care and first aid support, including the administration of emergency medication as required.
3.16	Representing the Wellbeing Service at training and educational events as required.
3.17	Representing a positive image of Epilepsy Scotland and the Epilepsy Wellbeing Service.
3.18	Participating in the organisation’s Annual Appraisal and regular Support and Supervision processes.  
3.19 Developing effective working relationships with other Epilepsy Scotland staff, people affected by epilepsy and a range of external agencies.
3.20 Safeguarding confidential information.
3.21 Adopting a flexible approach to working hours (eg. Evenings and weekends) to meet the demands of the post.
Health and Safety
3.22	Ensuring high standards of health and safety are always maintained by adhering to the organisation’s Health & Safety policy.
Other
3.23	Any other relevant duties as required.
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Services Assistant
Person Specification
	Personal Attributes

	Essential
	Desirable

	
Qualifications
· Good educational standard
· Relevant qualification, for example, Social Work, SVQ3
· Relevant training, for example, Listening/Counselling Skills, Person Centred Planning 

	

*
	


*
*

	
Experience
· Relevant experience of one to one support work, for example, as a support worker offering individual participants ongoing emotional support
· Experience of working with people with a learning disability, physical disability or other additional support need
· Experience of working on own initiative and as part of a team
· Experience of working in the voluntary sector

	

*


*



*

*

	






	
Knowledge
· Awareness, understanding and skills in individual support work

	

*

	





	
Skills & Qualities
· Commitment to client self-determination
· Ability to work in an open, respectful and transparent way
· Capacity to negotiate the basis on which support is being offered
· Ability to work in a clear and focussed way
· Empathetic, understanding and self-aware
· Passionate about working with people
· Ability to motivate and enthuse others 
· Excellent communication skills, verbal and written, including report writing
· Excellent listening skills
· Ability to interact well with the public and people affected by epilepsy
· Strong networking skills
· Commitment to delivering excellent standards of service 
· Strong I.T. skills

	

*
*
*

*
*
*
*
*

*
*

*
*
	
















*

	
Other
· Ability to work to clear deadlines
· Ability to organise and prioritise workload
· Ability to represent the service in a professional way
· Commitment to own personal and professional development
· Ability to work evenings and weekends as required
· Ability to travel across Central Belt.
· Current driving licence

	

*
*
*
*

*

*


	










*
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