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Independence Homes is one of the UK’s most respected epilepsy care providers, offering excellent residential and domiciliary care services to individuals, aged 16+, with epilepsy, learning difficulties and other medical needs.
The unique nature of epilepsy means its impact on everyday living can differ substantially from person to person. Most people with epilepsy live day-to-day without support; others need varying levels of support, but all should still be able to live happy and fulfilled lives.
We offer services to individuals with epilepsy in a number of settings based on
 abilities and needs, including:
Domiciliary care in supported living units
, which may be houses or flats
Residential c
are homes for people with varying levels of physical disabilities and learning difficulties
Specialist behavioural progra
mmes and care for epilepsy in 
supported living environment
s
Independence Homes is committed to providing a person-centred approach to support and care that allow
s individuals to:
Realise and achieve their independence, with choice and control in everything they do
Enhance their quality of life 
Develop life 
and independent living 
skills 
Access new and interesting activities, hobbies and interests within the local community
Ensure 
their 
personal dignity is respected and supported at all times
The quality of care and choice for 
Service User
s is paramount in everything we do. To achieve this we provide 
a 
24-hour care
 service
, with staff trained to the highest standards, with experience and knowledge of how to support our 
Service Users in daily activities, 
managing their epilepsy, medication and seizures.
In addition, we have a medical team consisting of a neurologist and two specialist epilepsy nurses, who support our 
Service User
s, providing expert advice and medical protocols for our staff to follow.
We believe in promoting independence for people with epilepsy, by supporting them in everything they choose to do and constantly striving to improve their quality of life. Our high standards ensure our 
Service User
s receive a personalised and individual approach to their care, provided by skilled and friendly staff. 
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Job Description 
Administrator
)

JOB:                                 Administrator

REPORTS TO:		Service Manager 

LOCATION:                            Prospect Court

RESPONSIBLE FOR:	 Administrative support for the Service Manager

HOURS OF WORK:             Full Time - 40 hours per week

TRAINING PHILOSOPHY

Independence Homes is a high quality provider of professional care to individuals with learning disabilities, epilepsy, and associated specialist needs. It works in close partnership with clients and their families to provide services in the community.  Independence Homes is committed to continued professional development and training for its entire staff.

Staff are expected to be flexible and multi skilled in their approach to work ensuring that:

· There is no absolute demarcation of duties
· They are competent to do the job for which they are employed
· Our work can be safely and competently undertaken

KEY OBJECTIVES:

An individual who has experience working in a Senior Administrator/PA position to Managers/Directors.

The aim of the role is to support the Service Manager of our Prospect Court service with secretarial and administrative tasks.

· Full time post, 40 hours per week
· 20 days pro-rata holiday per year, excluding bank holidays
· Working closely with the Service Manager
· Chances for promotion and training
· Rate £9.60 per hour (£19,968 pro-rata) depending on experience.

This Job description is a broad outline of the job.  However, some adjustments and alterations may sometimes need to be made in order to best meet the needs of the service and its clients.
 
DUTIES INCLUDE:

There will be an expectation to carry out the following duties:

· Devise and improve administration systems
· Filing and organisation of Service Manager’s offices
· Management of Diaries
· Screen calls and take messages for the Service Manager
· Preparation for and arrangement of external meetings
· Checking Service Manager’s emails
· Sort out post and invoices 
· Record minutes of meetings
· Assist with data entry as required
· Research and fact find on behalf of the Service Manager
· Preparation for and arrangement of meetings
· Production of reports, letters etc on behalf of the Service Manager
· Maintenance of personnel files located in the units
· Order stationary
· Maintain databases
· Other duties and responsibilities as required


REQUIRED SKILLS:

· Ability to work on own initiative
· Able to work under pressure
· Experience in a similar role
· Excellent Interpersonal, verbal and written communication skills
· Excellent organisation, time management and planning skills
· Advanced IT skills i.e. Microsoft office
· A high level of numeracy and literacy
· Ability to maintain confidentiality




This job description is intended to provide an outline of the current role. It is subject to change in the light of any future changes and developments that may affect the company. This job is a broad outline of what the job will involve in practice.  Adjustments and alterations may sometimes need to be made in order to best meet the needs of the unit and its Service Users.
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        ADMINISTRATOR
Please save this form onto your computer and complete by clicking in the grey areas and typing the information requested. You can type as much as you like, the grey boxes will extend as needed. Once completed please email to:
jobs@independencehomes.co.uk
or alternatively
please print the form and complete in BLOCK CAPITALS, using additional paper if required. Then return by post to: 
HR Coordinator
The Recruitment Department, Independence Homes Ltd, 1 Harestone Drive, Caterham, Surrey, CR3 6HX

A: PERSONAL DETAILS
	Mr/Mrs/Miss/Ms

	  
	Surname
	     

	Forenames 
	[bookmark: Text16]     


	Address
	[bookmark: Text3]     



	National Insurance Number
	     

	Home telephone
	[bookmark: Text14]     
	Mobile 
	[bookmark: Text5]     
	Email
	[bookmark: Text6]     



B: RIGHT TO WORK IN THE UK
	Are you a British/EU Citizen?
If no, is there any limit on the time you are allowed to work in the UK?
	Yes  |_|	  No  |_|
Yes  |_|	  No  |_|
		

	Do you have a visa or permit?

If ‘yes’ please give expiry date*: 
	Yes  |_|	  No  |_|

     /     /     


	Please clarify the details of your visa/permit if applicable:
	     

	*Please note that if you are on a limited stay in the UK you must have at least 12 months left on your visa after your start date (not including the recruiting process) in order to apply for this position



C: EMPLOYMENT RECORD
Please list below details of your FULL employment history.  Please indicate clearly any gaps in employment, the reason for these.
Please list your present or most recent employer first.

	Name and Address of Employer
	Your Job title/Duties
	Employment Dates
& salary
	Reason for leaving

	
Name:      

Address:      

Nature of business:     







	
Job title:      

Please give a brief outline of your duties:      
	
From:     


To:     


£     

	
     




	Name and Address of Employer
	Your Job title/Duties
	Employment Dates
& salary
	Reason for leaving

	
Name:      

Address:      

Nature of business:     




	
Job title:      

Please give a brief outline of your duties:      
	
From:     


To:     


£     

	
     

	Name and Address of Employer
	Your Job title/Duties
	Employment Dates
& salary
	Reason for leaving

	
Name:      

Address:      

Nature of business:     




	
Job title:      

Please give a brief outline of your duties:      




	
From:     


To:     


£     

	
     

	Name and Address of Employer
	Your Job title/Duties
	Employment Dates
& salary
	Reason for leaving

	
Name:      

Address:      

Nature of business:     

 

	
Job title:      

Please give a brief outline of your duties:      




	
From:     


To:     


£     

	
     



D: REFERENCES
Please supply below, details of two people from whom references can be sought.  One of these should be your current or most recent employer.    

Reference 1
	Name
	     
	Is this a work reference or a personal reference?
	Work    |_|   Personal   |_|  

Relationship:                                                         

	Job title
	     


	Was this referee your line manager?
If ‘Yes’ please give dates:
	Yes |_|		 No |_|

From:     

To:     

	Company name
	     


	Telephone:

Fax:
	     

     

	Address
	     



	Email:
	[bookmark: Text144]     




	Can we take up references before an offer of employment is made?

		Yes |_|		 No |_|	



To enable us to request references you must inform your referee that you are putting their name forward.  Please tick the box to confirm you have done so |_|

Reference 2
	Name
	     
	Is this a work reference or a personal reference?
	Work    |_|   Personal   |_|  

Relationship:                                                         

	Job title
	     


	Was this referee your line manager?
If ‘Yes’ please give dates:
	Yes |_|		 No |_|

From:     

To:     

	Company name
	     


	Telephone:

Fax:
	     

     

	Address
	     



	Email:
	[bookmark: Text145]     

	Can we take up references before an offer of employment is made?

		Yes |_|		 No |_|		



[bookmark: Check49]To enable us to request references you must inform your referee that you are putting their name forward.  Please tick the box to confirm you have done so |_|

E: EDUCATION AND TRAINING

	Secondary school/s attended
	From
	To
	Qualifications/Grades

	
[bookmark: Text147]     










	
[bookmark: Text148]     
	
     
	
     

	Further education (if applicable)
	From
	To
	Qualifications/Grades

	
     










	
     
	
     
	
     





	Other qualifications gained/
courses attended
	From
	To
	Qualifications/Grades

	
     








	
     
	
     
	
     



F: PLEASE STATE THE REASON/S WHY YOU HAVE APPLIED FOR THIS POST
	[bookmark: Text149]     















G: HOW DO YOUR EXPERIENCE, KNOWLEDGE AND SKILLS EQUIP YOU FOR THIS JOB? PLEASE USE ADDITIONAL SHEETS IF REQUIRED
	      















H: PLEASE USE THE SPACE BELOW TO TELL US OF ANY OTHER INFORMATION THAT YOU BELIEVE TO BE RELEVANT
	      


















I: STATE ANY EXPERIENCE, SKILLS OR QUALIFICATIONS RELEVANT TO THE FOLLOWING:

	1. Organising and coordinating processes (please specify).

	[bookmark: Text22]     










	2. Planning and creation of new processes (please specify).

	[bookmark: Text21]     










	3. Successfully ensuring that work is undertaken to benefit Manager/ work colleagues (please specify).

	     









	4. Challenges (please specify). 

	     










	5. Working under pressure (please specify).

	[bookmark: Text19]     










	6. Computer skills (please specify).

	     










	7. Managing change (please specify).

	[bookmark: Text18]     











J: GENERAL DETAILS ABOUT YOURSELF

	Are you a member of a professional body or a trade union?
	Yes |_|    No|_|

	If you have ticked ‘Yes’ please give details:
	     


	Do you have any holidays booked?
	Yes |_|    No|_|

	If you have ticked ‘Yes’ please state when:
	     


	Have you had any sickness within the last 2 years?
	Yes |_|    No|_|

	If you have ticked ‘Yes’ please give details of how many days, the number of occasions and circumstances:

	     


	Are you aware of any medical or physical factors which might affect your performance in this job?
If ‘Yes’, please give details:
	Yes |_|    No|_|

	If ‘Yes’, please give details:
	     


	From what date would you be available to take up this employment if you are successful?  
	     


	Do you have a CV that you can enclose with your application?
(Please enclose if applicable)
	Yes |_|    No|_|

	Have you applied to Independence Homes before?
	Yes |_|    No|_|

	If ‘Yes’, please give details:
	     


	How did you hear about us? (if one of our employees told you about us, 
please give their name)
	     




K: PROTECTION OF CHILDREN AND VULNERABLE ADULTS DECLARATION

Has any Social Service Department or Police Service ever conducted an enquiry or
investigation into any allegations or concerns that you may pose an actual or potential
[bookmark: Check52][bookmark: Check53]risk to children or vulnerable adults?   	                                                                     Yes |_|	    No |_|

[bookmark: Check54][bookmark: Check55]Have you ever been convicted of any offence relating to children or vulnerable adults? 	Yes |_|	    No|_|

Have you ever been the subject of any disciplinary procedure or been asked to leave 
employment or voluntary activity due to inappropriate behaviour towards a child or  
[bookmark: Check56][bookmark: Check57]vulnerable adult? 			                                                                                 Yes |_|	    No|_|

If no please sign the declaration below. 
[bookmark: Text133]If yes to any of these questions please give details.     

L: REHABILITATION OF OFFENDERS

Because of the nature of the work involved the post is exempt from the provisions of section 4 (2) of the Rehabilitation of Offenders Act 1974.  Your entitlement to withhold any information which for other purposes is “spent” does not therefore apply.  Failure to disclose convictions could lead to dismissal.  Any disclosure will be 
treated in the strictest confidence and will be considered only in relation to the application.  All successful candidates will be required to obtain an enhanced disclosure report from the Criminal Record Bureau.
Have you ever been convicted of a criminal offence, or been subject to any confidential discharge, 
[bookmark: Check58][bookmark: Check59]bindovers or cautions? 				                  			             	Yes |_|     No|_|	



If no please sign the declaration below. 

[bookmark: Text88]If yes please give details      

I declare that I do not possess, nor have I ever possessed a criminal conviction, nor have I been subject to any conditional discharges, bindovers or cautions.

[bookmark: Text92][bookmark: Text93]Signed:                           Date:      

(If you are sending this form via email please type in your name and date)                       

Any information contained in this form will be treated in confidence.  Failure to disclose any relevant information or providing false or inaccurate information may be regarded as a breach of any subsequent contract of employment, resulting in disciplinary action and/or dismissal.


DECLARATION

I confirm that the information given within this form is true and accurate.  I consent to it being used for personnel administration and business management purposes.

[bookmark: Text94][bookmark: Text95]Signed:                             Date:      

[bookmark: Text96]Name:      

(If you are sending this form via email please type in your name and date)                       


























 (
EQUAL OPPORTUNITIES MONITORING FORM
)
 (
POST APPLYING FOR:  
ADMINISTRATOR 
)



Independence Homes appoints employees on merit and does not discriminate unfairly or unlawfully in recruitment or employment.  We believe that our workforce should reflect the local community.

All information provided will be treated in confidence and will be used solely by the Human Resources department for the purposes of equal opportunities monitoring to assist us in ensuring that people are selected, promoted and treated on the basis of their abilities.  This monitoring form does not form part of your application or the short listing process and will be detached on receipt and stored separately.

Thank you for completing this form. Please return with your application form.

 (
A.
PERSONAL DETAILS
)



[bookmark: Text98][bookmark: Text99]Title: (Mr/Mrs/Miss/Ms)                                Surname:      

[bookmark: Text100]Forename(s):      

[bookmark: Text101]Previous surname (if applicable):      


To which of the following age groups do you belong?
	[bookmark: Check60]|_| Under 18 (Due to regulations your responsibilities may be restricted when in certain units)

	[bookmark: Check61]|_| 18 - 20
	[bookmark: Check64]|_| 40 – 49

	[bookmark: Check62]|_| 20 - 29
	|_| 50 – 59

	[bookmark: Check63]|_| 30 - 39
	[bookmark: Check66]|_| 60 and over




What is your gender?
	[bookmark: Check67]|_| Male
	[bookmark: Check68]|_|  Female



What is your Ethnic Group?

White							Mixed 
	[bookmark: Check69]|_| British  
	[bookmark: Check73]|_| White & Black Caribbean

	[bookmark: Check70]|_| Irish 
	[bookmark: Check74]|_| White & Black African

	[bookmark: Check71]|_| Scottish
	[bookmark: Check75]|_| White & Black Asian

	[bookmark: Check72]|_| Any other white background, please state:
	[bookmark: Check76]|_| Any other White & Black background 

	[bookmark: Text140]          
	[bookmark: Text139]     please state:      




Asian or Asian British				Black or Black British Mixed 
	|_| Indian
	|_| African

	|_| Pakistani
	|_| Caribbean

	|_| Bangladeshi
	|_| Any other White & Black background,  

	|_| Any other Asian background, please state:
	[bookmark: Text142]     please state:      

	[bookmark: Text143]         
	




Other Ethnic Groups:
	[bookmark: Check84]|_| Chinese
	|_| Any other group not listed above,                                       

	
	[bookmark: Text141]     please state:      






 (
B.
DISABILITY SUPPORT INFORMATION
)
Part 1 

The definition of disability according to the Disability Discrimination Act 1995 (DDA) is ‘A physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out normal day-to-day activities’.  Long term is taken to mean more than 12 months.  

Anyone who has diagnosis of HIV or cancer for example, is automatically treated as disabled under the DDA.  Independence Homes does not discriminate on the grounds of a person’s disability and is committed to providing appropriate support for staff with disabilities and the following information will assist us to do this.

[bookmark: Check85][bookmark: Check86]Do you consider yourself to have a disability?      |_| Yes 		|_| No
  
Part 2
If appropriate, please select the nearest description of your disability/disabilities below:
[bookmark: Check88]|_|  Dyslexia, dyspraxia, dyscalculia		|_|	Blind/partially sighted	
[bookmark: Check90]|_| Unseen disability (e.g. epilepsy, asthma,	               |_|  Wheelchair user or other physical or diabetes)	                               mobility impairment
[bookmark: Check92]|_|  Autistic Spectrum Disorder or 			|_|	Mental Health conditions including			
	Aspergers Syndrome				depressive illness
|_|Deaf/partially deaf/hard of hearing                          |_| Speech impairments that can affect communication

                                                                                         	 
Any disability, condition or special needs not listed above – please state:   
	[bookmark: Text106]     





Please indicate whether you are likely to require any of the following at any stage of your application:

[bookmark: Check96]|_| Information in large print				|_| 	Sign language interpreting

[bookmark: Check97]|_| Wheelchair access 			|_| 	No support required 
	
[bookmark: Check99]|_| Other (please specify)
[bookmark: Text105]     
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