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JOB DESCRIPTION

Department/Division: 
Leeds Sensory Services


Job Title: 


Single Point of Access Worker (SPA) – 37 hours
Location: 


Leeds
Grade: 


Grade 4 
Accountable to: 

Team Manager
Overall Purpose of the Job

· Working as part of the Leeds Sensory Services team that provides a range of services to adults that have a sensory impairment and associated disabilities within the area of Leeds to improve the quality of life and promote independence of service users.
· To support adults in Leeds who have a sensory impairment, with appropriate support, information, advice, guidance, and appropriate resources to maintain and improve their physical and mental health, so they can continue to live as independently as possible.
· To provide a first point of contact for people wishing to access services. Offer/provide an initial assessment to enable enquirers to be directed to the most appropriate service to meet their needs. 
· To be the main access point, providing an accessible, high quality ‘open door’ service 
· Update and monitor Leeds Sensory Services social media
· To Maintain pleasant environment for visitors, providing support for the day to day running of the office
Principal Accountabilities

· To deal with incoming referrals (via the phone, video call, emails, face to face) and other enquiries to the service. 
· To respond to the needs of service users, professionals and other agencies using appropriate modes of communication.

· To log referrals on to our database, record and support collation of statistics for BID Services and Local Authority for quality assurance and monitoring purposes e.g. daily, monthly, quarterly, bi-annually and annually. 

· To undertake initial assessments/risk assessments with service users who have a sensory impairment in order to identify the options available to meet their needs. 

· To provide professional information, advice and guidance to the service users and sign post them to other services within Leeds Sensory Services or to other external providers as appropriate.

· To respond to telephone enquiries, keep records of these and refer on to team members as appropriate.

· To ensure that all information is accessible and inclusive to service users e.g. large print, audio, BSL, Deafblind, Makaton and Braille 

· To support the Sensory Service Manager with monthly and quarterly report writing, by pulling together information from colleagues into one report.

· To regularly input into social media pages and input into/follow Leeds Marketing Strategy.
· To promote an effective team environment, ensuring effective communication and information exchange between team members. 

· Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested by the Sensory Service Manager 
· Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values: Innovative – Professional – Quality – Caring.

· Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work

· Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

· Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.
· Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.

Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ___________________________   Date: ________________


[image: image2]
PERSON SPECIFICATION FORM

Department/Division: 
Leeds Sensory Services



Job Title: 


Single Point of Access Worker (SPA) 
Location: 


Leeds
Method of assessment: ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise

	Knowledge

	Essential
	Desirable

	AF/I
	Understanding the rights and needs of people with a sensory disability (Deaf, hard of hearing, sight Impaired, or severely sight impaired, Deafblind/acquired Dual Sensory Loss)
	
	

	AF/I
	Of IT and databases, including putting together reports
	
	

	AF/I
	Understanding of equality, diversity and inclusion
	
	

	AF/I
	Knowledge and commitment to safeguarding and applying safeguarding procedures
	
	

	AF/I
	Knowledge and commitment to health and safety and risk assessment
	
	

	AF/I
	Knowledge and commitment to Data Protection and GDPR regulations
	
	


	Skills

	Essential
	Desirable

	AF/I
	Able to communicate clearly and have a good telephone manner
	
	

	AF/I
	Able to maintain and respect confidentiality
	
	

	AF/I
	Effective organisation skills
	
	

	AF/I
	Able to maintain comprehensive case notes 
	
	

	AF/!
	Able to work within tight deadline and able to manage own workload
	
	


	Experience

	Essential
	Desirable

	AF/I
	Of communicating with people with a sensory loss
	AF/I
	Of previous work with a sensory loss or of working with people with disabilities

	AF/I
	Of communicating with a range of people e.g. professionals and service users with disabilities  
	AF/I
	Of updating monitoring social media

	AF/I
	Of taking and dealing with referrals
	
	


	Personal Qualities

	Essential
	Desirable

	AF/I
	Able to use own initiative on a daily basis
	
	

	AF/I
	Able to work as part of a team
	
	

	AF/I
	Have a friendly positive attitude
	
	

	AF/I
	Ability to demonstrate commitment
	
	

	AF/I
	Able to network with other professionals and establish new direct contacts
	
	


	Qualifications

	Essential
	Desirable

	AF
	English qualification 
	AF
	BSL Level 2 and prepared to work toward Level 3

	AF
	BSL level 1 
	
	


	Circumstances

	Essential
	Desirable

	
	DBS will be required
	AF
	To have a car available for use at work

	I
	Willingness to attend training
	
	

	I
	To be flexible with times of work as required
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