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JOB DESCRIPTION 

Day Programme Assistant

Riccarton Tōtara Club
12 hours – Tuesday and Wednesday
Section I: 
JOB DETAILS

Job title:

Day Programme Assistant

Division:

Enliven, Christchurch

Location:

Riccarton Tōtara Club



7 Harakeke St




Christchurch 8011
Responsible to:
Riccarton Tōtara Club Coordinator and Riccarton Team Leader
Functional

Relates to
-    Minibus drivers

Relationships



-    Volunteer Co-ordinator

· Volunteers

· Area Manager

Date Written:

August 2022

A:  PRIMARY OBJECTIVE

To provide a day programme which is responsive to the needs and values of older people with cognitive impairment and dementia living in the Christchurch community. 

Section II:   JOB RESPONSIBILITIES

	B:   Key Tasks


	Performance Indicators

	1. To offer support and social opportunities for clients by providing a programme of individualised and structured activities.


	1.1 Has assisted the Coordinator /Team Leader in planning and co-ordinating an innovative and interesting programme offering motivation and socialisation for clients, either one-to-one or in groups.

1.2 Has assisted in the development of care plans which contain sufficient detail for other staff and volunteers to enable them to meet clients’ needs.

1.3 Has provided activities which enhance self-esteem and feelings of well-being for clients.

1.4 Has sought a wide range of activity resources and programme ideas.

1.5 Has taken equal responsibility for providing a warm, welcoming environment, meal service, daily personal care and support of clients.



	2. To support carers and families of clients
	2.1 Has responded sensitively to concerns of carers/families and discussed these with the Co-ordinator.
2.2 Has assisted with provision of social or educational opportunities for carers/families as requested by Co-ordinator.



	3. To assume responsibility for the senior assistants role in her absence.


	3.1 In the absence of the Co-ordinator the Assistant has been responsible for day to day co-ordination of the service.

3.2 All data is accurately recorded.

3.3 Has responded sensitively to concerns of carers and families and recorded relevant information.

3.4 Has promptly addressed any complaints made by clients, carers and families and reported these to the Area Manager.

3.5 Statistical data has been presented accurately and met required time frames.

3.6 The Volunteer Co-ordinator has been notified regarding any volunteer issues or concerns.


	4.  To carry out administrative or maintenance requirements of this position.
	4.1 Has carried out policies and procedures as documented in the policy manual.

4.2 Has assisted with maintaining the overall cleanliness of the day centre facility. 

4.3 Has completed accurate daily records of changes in client’s status.

4.4 Has notified the Co-ordinator of any purchases, repairs or maintenance required.

4.5 Has assisted with the purchase of provisions or activity materials as directed by the Coordinator or Team Leader.


	5 To take responsibility for personal development in relation to this position and effective teamwork. 
	5.1 Has given priority to regular attendance at individual supervision and staff meetings, preparing for and utilising this time effectively.

5.2 Has discussed training needs, relevant to this position, with the Coordinator and Team Leader
5.3 Has worked co-operatively with the Co-ordinator to ensure adequate cover is provided for periods of leave. 

5.4 Has kept up to date with relevant information, learning opportunities and resources.

5.5 Has recorded all messages in the day book/emailed.

5.6 Has supported and encouraged volunteers to use the skills and experience they bring to the day centre.

	6 To take responsibility for the health and safety of yourself, co-workers, and volunteers in the workplace.


	6.1 Has been aware of the Occupational Health and Safety policies of Presbyterian Support.

6.2 Has worked in a safe manner in all situations.

6.3 Has reported hazards as identified and taken reasonable steps to prevent immediate harm.

6.4 Has reported all accidents and incidents.

	7 To participate in Quality Improvement activities as planned and directed. 
	7.1 Has worked according to the policies and procedures of Presbyterian Support.

7.2 Has been familiar with the QI plan and participated in activities where they affect your area of work.

7.3 Has assisted with monitoring and review of this service to ensure its quality and effectiveness.


PERSON SPECIFICATIONS

The ideal person will:

· Be willing to work in a job sharing roll including covering in the absence of Co-ordinator 
· Have a desire to assist older people to live at home with dignity and purpose

· Have relevant experience in facilitating a varied and interesting activity programmes for older people 

· Have knowledge and experience of later life issues

· Relate well to older people

· Have well developed listening and communication skills

· Likes to work in a team

· Accept responsibility and be able to work independently and be accountable

· Relates well to, and enjoys working alongside volunteers 

· Have an awareness of bi-cultural issues and a commitment to the principles of the Treaty of Waitangi

· Be able to work in accordance with Presbyterian Support’s Mission Statement and values, Kaimana Korowai.
· Have a sense of humour and enthusiasm

· Be aware of personal abilities and limitations

· Possess basic computer skills in Microsoft Suite (Word, Outlook, Teams) and be willing and pro-active to learn new systems as a when required 

Signed: ................................................. Day Programme Assistant

Signed: ................................................. Area Manager
Date:  ..................................................
1

_1130831889.doc
[image: image1.png]Presbyterian Support















