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Kersal Hill Convent: 22 Singleton Road, Salford M7 4WL
Tel:  0161 792 2362	Email: deputy@fcjbritain.org 
Registered Charity No 1198483	www.fcjsisters.org

Thank you for showing an interest in working for Faithful Companions of Jesus at Kersal Hill Convent.
Please find enclosed the following information:
· Health Care Assistant Job Description & Person Specification
· Application Form
· Equal Opportunities Monitoring Form
· The latest Safeguarding Policy can be found on www.fcjsisters.org
· Religious Life Safeguarding Service (RLSS) Safer Recruitment Guide

Kersal Hill Convent is a 15-bed community residence for retired FCJ Sisters who require personal care. We are a Catholic Religious Congregation on an already established FCJ site located on the border between Salford and Prestwich accessible from Bury New Road and Bury Old Road. 
We are committed to our Christian ethos and guided by our core values; safeguarding and promoting the welfare of vulnerable adults and children.  We welcome employees of faith and those who have no faith. The important traits we look for are kindness and respect for the individual. 
You will be welcomed into the FCJ ‘family’ and supported by a team dedicated to your growth. With a rewarding career path, comprehensive induction, meaningful learning and development opportunities, and a range of benefits. We are here to help you thrive and succeed in your chosen career with us.  
We have vacancies for female-only Health Care Assistants for day, evening and night shifts to provide personal care and become part of our friendly and supportive team.
Female-Only Health Care Assistant (exempt under Schedule 9 of the Equality Act)
Working Hours: up to 30 hrs per week across 7 days (to be discussed)
Available Shifts: Daytime, evening and Night shifts
Rate of pay: £12.79 per hour 
Benefits: 20 days annual leave + bank holidays (pro rata for part-time); a contributory pension scheme and onsite parking.
How to apply: Please return your completed application form to deputy@fcjbritain.org or post it to Julie Williamson, Kersal Hill Convent, 22 Singleton Road, Salford M7 4WL. We will only accept completed application forms for this position.  CVs will not be considered. 
For an informal chat: Please contact Julie or Sandra on 0161 792 2362.

In the attached job description, you will find the criteria required for the role, please make sure that you address this in your supporting statement as this forms the basis of our shortlisting.
Appointment is subject to satisfactory references, a DBS enhanced check and proof of the right to work in the UK.  Please note that we are unable to offer sponsorship.  
For more information about who we are and what we do, please refer to our website: www.fcjsisters.org.

Job Description

	Job Title:
	Health Care Assistant

	Purpose:
	To work as an integral part of a team, delivering the highest standards of personalised care to FCJ Sisters.
Respecting individuals’ privacy and dignity, independence, choice, and rights, whilst maintaining the basic human need for fulfilment. 
Kersal Hill Convent is the home of the Sisters and at all times respect and care must be taken to ensure that the religious ethos of the house is maintained.

	Report to:
	Care Home Manager



Duties will include:
· Providing all personal care, including medication, and attention to Sisters as described within their individual care plans.
· Reporting any changes in Sisters’ physical or mental condition to the Manager and maintain accurate records on all forms as required. 
· Encouraging and assisting Sisters to participate in leisure activities ensuring their social and emotional needs are met. 
· Some domestic duties including making and changing beds, tidying Sisters’ bedroom, undertaking light cleaning duties and assisting with housekeeping as necessary. 
· Escorting Sisters to appointments, e.g. Doctor, Hospital, Dentist, Hairdresser, shopping or on leisure outings. 
· Helping in serving of meals and drinks, feeding Sisters who are unable to feed themselves. 
· Always maintaining confidentiality. 
· Attending Staff meetings as required. 
· Attending all mandatory and required training/update sessions as stipulated. 
· Complying with safeguarding legislation and our FCJ Safeguarding Policy (www.fcjsisters.org) and Procedures. 
· Adhering to the requirements contained within the Community of the Sisters Faithful Companions of Jesus Statement of Particulars of Terms and Conditions of Employment. 
· Fulfilling all statutory requirements and legislation i.e. Health and Safety, Moving and Handling, Fire Safety, Environmental Health, etc.
· Taking all steps to protect your own welfare and safety and that of Sisters by following all health and safety procedures; reporting unsafe or damaged equipment, using the equipment provided e.g. hoists, gloves, aprons etc. 
· Maintaining a friendly, courteous, and professional manner always.
· Answering the telephone, doorbells and greeting visitors and relatives of Sisters who may visit from time to time. 
· Co-operating with all members of the Staff Team and participating fully in a handover to other Staff at the beginning and end of a shift. 
· Undertake other duties when necessary to ensure the wellbeing of Sisters and Staff, to keep a high standard of care for all. 
In addition to the above, Night Care Staff are also expected to provide a wakeful night cover: 
· Help to settle Sisters down and ensure that they have all they need for the night, e.g. drinks, nightly medication. 
· Conduct regular checks of the house during the night e.g. ensuring all doors and windows are closed, all lights are out. 
· Be there for Sisters during the night. Sit with them, comfort, help them to the toilet, reassure them, make a cup of tea, etc. 
· Perform domestic and housekeeping duties e.g. laundry, cleaning, etc. 
This job description is not exhaustive, and you may be required to undertake other duties commensurate with your position at the request of the Manager or other person in charge at the Convent. 


Person Specification



	
	Essential
	Desirable

	Qualifications
	
	

	Good level of general education
	
	

	NVQ qualification in Health and Social Care
	
	

	Undertake additional training and personal development
	
	

	Experience & Knowledge
	
	

	Understanding and experience of the needs of older people
	
	

	Knowledge of The Care Act 2014
	
	

	Ability and willingness to undertake all aspects of personal care 
	
	

	Previous experience in a similar role/environment
	
	

	An understanding of personal-centred care
	
	

	An understanding of respecting rights, dignity, privacy, equality and diversity
	
	

	Enthusiasm and kindness to support Sisters with all aspects of daily living
	
	

	Skills & Abilities
	
	

	Good level of written and spoken English
	
	

	Ability to report accurate and factual notes
	
	

	Ability to communicate in a compassionate way
	
	

	A willingness to be an active member of the team 
	
	

	Ability to work as part of a team and work cooperatively with residents and other professionals
	
	

	Ability to undertake manual handling / heavy lifting when required
	
	

	Personal Qualities
	
	

	Caring, compassionate, friendly and patient nature
	
	

	A commitment to safeguarding, older people and your colleagues
	
	

	Self-motivated to see a job and complete it to a high standard; and a willingness to learn
	
	

	A reliable and flexible approach and attitude to being part of a rota - 24 hr/7-day a week rota
	
	

	Additional requirements
	
	

	Full, valid driving licence and access to a suitable vehicle
	
	

	Right to Work in the UK
	
	

	Satisfactory Disclosure and Barring Services clearance and 2 suitable references
	
	

	An ability to be able to work a nightshift (if required) 
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Please note that this post requires onsite attendance.  As part of our safer recruitment processes, an enhanced DBS check and 2 references will be undertaken before employment commences. 

	[bookmark: _zidixfu2h1to]Full Name:
	

	Current Address:
	

	Postcode:
	

	Telephone Number:
	

	Email Address:
	

	Preferred method of communication:
	Post – Yes/No
	Mobile – Yes/No
	Email – Yes/No

	Do you hold a current driving licence?
	Yes/No

	Do you have any endorsements on your driving licence?
	Yes/No

	Do you have access to a car?
	Yes/No


Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
Please note that we cannot offer sponsorship for this role.
Availability to Work
Please indicate the total number of hours (per week or per shift) you are applying for, and whether this would be daytime, evening or night shift.

	Total number of hours you are seeking:
	
	Per week/Per shift



I am prepared to work:
	Daytime – Yes/No
	Evening – Yes/No
	Night-shift – Yes/No



Subject to an enhanced DBS check and satisfactory references, when could you start working for us?
	


[bookmark: _l4j9qclj5v1t]
Do you have any holidays already booked?
	




Job Description:
Using our job description, and drawing on your current or previous roles, give examples of your experience:

	



Education and Training
Please use the space below to give details of all relevant education and training including adult safeguarding, health & safety and social care.

	Please give details of all education and training relevant to this role:
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Please use the space below to give details of qualifications including adult social care.

	Please give details of all qualifications relevant to this role:




Employment History
In chronological order starting with your current/most recent employer.
Due to current legislation on the position you are applying for you must give your full employment history without leaving any unexplained gaps. 
Failure to comply with this will make this application void.

	Name of current employer:
	

	Address (including postcode):
	

	Job Title:
	

	Length of time with employer:
	

	Reason for leaving:
	

	Brief description of duties:
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Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Name of previous employer:
	

	Address (including postcode):
	

	Job Title:
	

	Length of time with employer:
	

	Reason for leaving:
	

	Brief description of duties:



	Name of previous employer:
	

	Address (including postcode):
	

	Job Title:
	

	Length of time with employer:
	

	Reason for leaving:
	

	Brief description of duties:

	Name of previous employer:
	

	Address (including postcode):
	

	Job Title:
	

	Length of time with employer:
	

	Reason for leaving:
	

	Brief description of duties:



	Name of previous employer:
	

	Address (including postcode):
	

	Job Title:
	

	Length of time with employer:
	

	Reason for leaving:
	

	Brief description of duties:


Continue on separate sheets to complete your employment history
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Please tell us why you applied for this job and why you think you are the best person for the job.  If you wish to make any disclosures to us, please use this space. 
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Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
[bookmark: _w5ptqqnrjpr0]Referee 1
	Name:
	

	Address:
	

	Telephone Number:
	

	Email:
	

	In what capacity is this person known to you?
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	Name:
	

	Address:
	

	Telephone Number:
	

	Email:
	

	In what capacity is this person known to you?
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Through the 1975 Exemption Order of the Rehabilitation of Offenders’ Act 1975 and by virtue of the nature of the post you are applying for, we are obliged as your prospective employer, to ask the following. Except for minor motoring offences, have you ever been convicted of any criminal offence by a court of law?  Please note: having a criminal offence may not bar you from the positions you are applying for, but non-disclosure could affect our decision.

	


Reasonable Adjustments
Please note that Kersal Hill Convent is a building over 4 floors. If you require any reasonable adjustments to accommodate you at interview or in the post, please let us know below.  
	



Declaration
I confirm that the information I have provided is correct and understand that misleading statements may be sufficient for cancelling any agreements made. I also understand that questions left unanswered may be discussed at interview, arising from this application. I also understand that Kersal Hill Convent is operational 24 hours and 365 days a year and includes shift and weekend work.

	Name:
	

	Signature:
	

	Date:
	



Thank you for completing this application form.  Please return it by post or by email to: Julie Williamson, Faithful Companions of Jesus, Kersal Hill Convent, 22 Singleton Road, Salford M7 4WL.  email: deputy@fcjbritain.org



Equality and Diversity Monitoring Form

We want to meet the aims and commitments set out in our equality policy. This includes not discriminating under the Equality Act 2010. 
Please complete this form to help us understand the diversity of our workforce.
Completing this form is voluntary. The information provided will be kept confidential. The information is going to be used to help us understand the diversity of our organisation. Please return the completed form with your application, it will be separated before the shortlisting process. 
Age
What is your age?
☐ 19 or under	☐ 20 to 39	☐ 40 to 49	☐ 50 to 59
☐ 60 to 69	☐ 70+	☐ Prefer not to say
Disability
Do you have a disability, impairment or health condition which affects your day-to-day activities?  
☐ Yes 	☐ No 	☐ Prefer not to say 
The information in this form is for monitoring purposes only. 
If you believe you need a reasonable adjustment, then please discuss this with the Manager running the recruitment process.
Ethnicity
What is your ethnicity? This may be different to your nationality, place of birth or citizenship.
Asian or Asian British
☐ Asian British	☐ Bangladeshi	☐ Chinese	☐ Indian
☐ Pakistani
☐ Another Asian background, please say what:Click or tap here to enter text.   	
☐ Prefer not to say
Black, African, Caribbean or Black British
☐ African	☐ Black British	☐ Caribbean
☐ Another Black, African or Caribbean background, please say what:Click or tap here to enter text.
☐ Prefer not to say


Mixed or Multiple ethnic groups
☐ Asian and White	☐ Black African and White
☐ Black Caribbean and White
☐ Another Mixed or Multiple ethnic group, please say what:Click or tap here to enter text.
☐ Prefer not to say	 
White
☐ English	☐ Gypsy or Irish Traveller	☐ Irish
☐ Northern Irish	☐ Scottish	☐ Welsh	☐ Other European
☐ Another White background, please say what:Click or tap here to enter text.
☐ Prefer not to say
Another ethnic group
☐ Arab
☐ Another ethnic group, please say what:Click or tap here to enter text.
☐ Prefer not to say
Religion or belief
What is your religion or belief?
☐ No religion or belief	☐ Buddhist	☐ Christian
☐ Hindu	☐ Jewish	☐ Muslim	☐ Sikh
☐ Another religion or belief, please say which:Click or tap here to enter text.
☐ Prefer not to say
Sex
What is your sex?
☐ Female		☐ Male	
☐ Prefer to self describe, please say how:Click or tap here to enter text.
☐ Prefer not to say
Gender reassignment
Is the gender you identify with the same as your sex recorded at birth? 
☐ Yes	☐ No	☐ Prefer not to say
Sexual orientation
What is your sexual orientation?
☐ Asexual	☐ Bisexual	☐ Gay 	☐ Heterosexual
☐ Lesbian	☐ Pansexual	☐ Questioning 
☐ Prefer to self-describe, please say how:Click or tap here to enter text.
☐ Prefer not to say
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