
	Job Description




	Job Title


	Accessible Information Project Worker 

	Department


	People 1st

	Directorate
	

	Reporting Arrangements
	Responsible to 
	Leslie Doherty

	
	Accountable to
	Health Work Group of the Learning Disabilities Partnership Board



	Base


	People 1st offices Easton

	Band


	5

	Salary Range


	£ £21,176 to £27,534 - pa
	Working Hours


	37.5/hours per week

	Job Summary 

 
	To establish and maintain an electronic website based library of accessible health information for people with a learning disability and their carers/supporters and for all health and social care professionals.




	SPECIFIC DUTIES AND RESPONSIBILITIES

	Professional/Job Role



	· To link with a suitable website host within the locality and to establish a procedure for enabling service users, carers, health & social care professionals and the general public to access the accessible information held on the website.

· To identify sources of accessible information, review such information and where suitable obtain permission to utilise.

· To establish and run an “expert panel” of service users, carers and health & social care professionals to act as an approving committee for all material placed on the website

· To identify gaps in information provision and either source suitable material or create such information using relevant health information.

· To link with Primary Care and Acute Care health professionals to establish their accessible information needs.

· To link with Service Users and their carers to establish their accessible information needs.
· To participate in the PDR process and to develop specialist knowledge and skills through CPD activities.

· To communicate and work effectively with a wide range of voluntary, private and statutory organisations.

· To work independently on a day-to-day basis with goals agreed and reviewed on a regular basis with your manager at people 1st.

· To plan & prioritise workload and organise appointments independently when appropriate.


	Organisational



	· To create & maintain a database of sources & resources.

· To update the Health Work group of the Partnership Board of progress on the project on a quarterly basis.



	Communication



	· To use developed interpersonal and communication skills when dealing with complex and sensitive 

· To communicate with professionals using the most appropriate means of communication whether it be written or verbal.

· To communicate with service users and/or their relatives and carers about accessible information issues that arise in the course of the project.

· To promote the development and use of accessible information with service users and others.

	Education and Research



	· To keep up to date with the evolving sphere of accessible information and also website usage.

	Managerial



	· To observe personal duty of care.

· To be responsible for the safe keeping of a range of accessible information and resources.

	Physical effort



	·  

	Mental effort



	· 

	Emotional effort



	· 

	Working Conditions



	· 

	Relationship with / responsibility for children or  vulnerable adults



	· 


General Terms and Responsibilities 

· To undertake any other duties that may be reasonably requested of the post holder to help the department run smoothly. 

· To ensure that you and others take notice of and operate within relevant Health and Safety guidelines.
· Work collaboratively with other organisations in the local health community on issues of common interest.

· Contribute to the implementation of key NHS Plan issues including NHS LIFT, access and inequalities in health issues. 

· Contribute to the organisation’s planning processes as required i.e Health Improvement and Modernisation Programme, Primary Care Investment Plan, medium term plans etc. 

· Contribute to partnership working with Bristol City Council, other statutory organisations and the non-statutory sector as required.

· Ensure that the services the post holder manages are delivered to a high standard and work with the clinical governance team to ensure that appropriate systems and processes are in place and that the organisation develops an open, learning culture. 

· Take personal responsibility for ensuring an equalities approach in managing staff, delivery and commissioning services, including promoting good practice in implementing relevant statutory requirements. 

· Promote effective public, user and carer involvement in all elements of work. 

· Contribute to the work of specific project groups within the organisation and across the local health community as required. 

· The post holder will take responsibility for their ongoing personal and professional development through the individual Performance Review and Development Process in dialogue with their line manager. 

· Take account of the provisions of the Health and Safety at Work Act and:

· Take reasonable care of yourself and others at work 

· Co-operate with the organisation to enable it to carry out its legal duty in respect of Health and Safety

· Not intentionally or recklessly interfere with anything provided for health and safety or for welfare to work. 

Dignity at Work Statement

· We are committed to treating all of our staff with dignity and respect. You are responsible for behaving in a way that is consistent with the aims of our Equality and Diversity in Employment Policy. This includes not discriminating unfairly in any area of your work and not harassing or otherwise intimidating other members of staff.

Equality Statement

.

· To act in a way that is consistent with organisational procedures and the law relating to equality, diversity and rights, and to treat everyone with whom you come into contact equitably, with respect and without discriminating.

· To recognise and appreciate that people, both colleagues and service users are different and to act in ways that are consistent with their needs and preferences.
· To ensure that practices and processes operated by your team are fair and provide equitable treatment for all, and to take effective action to deal with any discrimination or unfair treatment that you have become aware of.

· To ensure that staff in your area of responsibility have the knowledge and skills to be able to practice their work with due regard to equality, diversity and the rights of others.

· To monitor the effectiveness and outcomes of the service(s) your team provides with reference to relevant factors such as gender, race, disability and age, and to use this data to make any changes that are necessary to ensure equitable treatment for all.
Confidentiality Statement

· All information regarding the Trust’s patients and staff must be treated as strictly confidential at all times, and you may not divulge to any other person except with the authority of your head of department.

· Such authority may only be given when it is in the patient’s or staff’s own interest and is a necessary part of treatment.

· Unauthorised disclosure of confidential information will result in disciplinary action and may lead to your dismissal.
Safeguarding Children and Vulnerable Adults

All PCT employees are required to act in such a way that at all times safeguards the health and well being of children and vulnerable adults.  Familiarisation with and adherence to PCT Safeguarding policies is an essential requirement of all employees as is participation in related mandatory/statutory training
Sustainability

Senior staff are required to embed a culture in the organisation that supports sustainability and to be responsible for carbon governance in areas of influence.

All staff are required to work proactively with the value ‘taking care of the environment’, to adopt sustainable ways of working as a matter of course and to challenge others if they witness poor practice.

Job Description Review

This job description is not a complete list of duties, but is intended to give a general indication of the range of work undertaken. The job description is further supported by a detailed list of tasks required to be performed by the post holder. It will vary over time as demands and priorities within the NHS change. Significant changes in the range of work undertaken will be made only after discussion with the post holder. This job description will be kept under review to ensure that it remains up to date.

