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JOB SPECIFICATION
Title:



Resource Centre Supervisor
Key Responsibilities:
The provision of day care services for people with acquired brain injury between the ages of 16-64

Accountable to:
Manager
Job Summary
Assist clients to lead independent lives and take part in recreational and social activities.
	Duties/Responsibilities
· Plan and organise group activities internally and externally

· Identify, co-ordinate and carry out a programme of client specific activities to achieve individual goals.

· Be attentive to the individual needs of each client.

· Carry out assigned tasks under the direction of the Manager.
· Assist with clients to and from the building as necessary.

· Assist with refreshments throughout the day including lunch, which the clients provide.

· Assist in the maintenance of a safe, warm, clean and comfortable environment



	Governance/Quality

· Ensure that the client’s individual rights and choices are actively promoted and supported, and their beliefs and preferences appropriately acknowledged.
· Ensure particular care when communicating with clients who have communication barriers.
· Assist with audits and reviews as requested.
· Be aware of potential safeguarding issues.


	Other Responsibilities

· Take and pass messages verbally and in writing.
· Monitor and maintain the cleanliness and tidiness of the environment.
· To be aware of the Health & Safety requirements at all times and to take reasonable care for your own health & safety and that of other people who may be affected by your acts or omissions.
· Assist in ordering and maintaining materials and equipment

· To maintain confidentiality at all times. Any matters of a confidential nature, including information relating to the diagnosis and treatment of patients and/or individual staff records must under no circumstances be divulged to any unauthorised person or persons



	Education, Training and Development

· Attend mandatory training as required
· Report any unmet training needs in use of procedures or equipment


	


