WIMBLEDON GUILD OF SOCIAL WELFARE
Job Description  
SENIOR CARE WORKER IN ACTIVITY AND SOCIAL CENTRE
Based at:    

 Guild House

Reporting to:      
Social and Activity Centre Manager
Responsible for:         Volunteers
Hours:

The post is 30 hours per week.

Description of the post:

The Social Work Department has been at the core of the Guild’s community and welfare work for nearly 100 years and has provided a local resource to the people of Wimbledon of which the charity is justly proud.  Currently the Guild runs the Activity and Social Centre to provide a service for older people who are socially isolated and in need.  We are also expanding its role into a wider ranging resource providing classes and activities for people who are able to drop in. 
The Centre will be a major part of the Guild’s activities which include offering advice, support and signposting to enhance the lives of older people in the Wimbledon area.  The Guild also makes small grants to individuals and offers a range of social work services.  The Senior Care Worker will assist in the day-to-day work within the centre and in the development of the Centre and its drop in services.  The department is overseen by the Welfare Committee.

The main tasks are:

Customer Responsibilities

Actively ensure that an excellent service is provided to clients at all time

1. To assist in the activities within and around the Centre in accordance with the stated aims, policies and procedures of the Guild and with the prime aim of promoting the independence and welfare of older people and other people in need in the community.

2. To help develop the Centre to provide activities and resources which meet the needs of older people with reference to current social policy, research and good practice.                       


3. To maintain and develop recording and monitoring databases.

4. Undertake and develop skills in leading specialist activities. 

5. Provide escort duties on the Guild transport.    
6. To undertake key-worker responsibility for designated clients of the Centre, advocating on their behalf as needed and assisting in the provision of information to improve their health and well being.

7. To undertake other duties in line with the needs of the service as directed by the Centre Manager and the Head of Social Welfare. 
8. Visit clients as required to assess their suitability for placement at the Centre

.          

Department Responsibilities:

Contributes to the day-to-day operations of the Social and Activity Centre. 

1. To deputise for the Centre Manager and to take the lead in the day to day operation of the centre in her absence
2. To contribute to the strategic development of the Centre and of the work with older people as a whole.
3. Assist with the administration of the Centre and the keeping of records both manual and computerised 
4. Liaise with other agencies on behalf of the Guild/customers as necessary.

5. To collect and record income collected in the centre.

6. To attend team and other appropriate meetings. 

Management Responsibilities

To carry out the Guild’s policy and provide good and supportive management to all volunteers.

1. To help manage and supervise volunteers in the centre
Financial Responsibilities

To make a contribution in the overall management of the Guild’s Budget.

1. To be mindful of the Guilds financial policies and adhere to them
Organisation Responsibilities

To ensure that practice meets standards and is in sympathy with the aims of the Guild.

1. To ensure that equality of access and opportunity apply to the Guild’s staff and to people using its services.

2. To work within the Guild’s Equal Opportunities Policy and ensure that its principles are actively incorporated into the planning, delivery and monitoring of services.

3. To undertake other duties in line with the needs of the service as directed by the Head of Social Welfare and the Centre Manager
4. To work flexibly and outside normal office hours as dictated by the needs of the service [Time off in lieu can be claimed].

5. To attend Guild meetings and training as required maintaining and improving skill and knowledge.

6. To be aware of and to work as part of the Guild as a whole.

Risk Management.

To protect the Wimbledon Guild’s interest at all times

1. To work to and uphold the policies and procedures of the Guild.

2. To coordinate the running of the Centre in compliance with Health and Safety Legislation, the policies on Hygiene, Moving and Handling, Risk Assessment, Safeguarding Adults etc and to assist in the development and reviewing of essential policies and procedures.

3. To maintain the confidentiality policy of the Guild.

4. To advise the Centre Manager, Head of Social Welfare, or another senior manager of any event which may adversely affect the Guild.
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