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KOPWA Limited
ARCHBOLD HOUSE
JOB DESCRIPTION

POSITION TITLE:
Personal Carer

RESPONSIBLE TO:
Care Manager, RN on duty
Facility Manager

QUALIFICATIONS AND EXPERIENCE:
Desirable:

Previous experience in Aged Care

Certificate Il and IV (preferable) in Aged Care

CONDITIONS OF EMPLOYMENT:
The terms and conditions of your employment will be in accordance with
KOPWA Limited Enterprise Agreement.

KEY PURPOSE:

The Personal Carer provides a stable living environment for residents,
attending to activities of daily living, physical and emotional needs and to
ensure residents’ comfort and safety.

RESPONSIBILITIES:

e The provision of quality resident care under the supervision and
direction of the Registered Nurse and Care Manager

e Medication administration (if competent)

o Daily support to the Registered Nurse

e Observe the philosophy, vision, objectives, policies and procedures of
the facility.

e Attend to observation/Vital Signs as scheduled.

FUNCTIONS:

Resident Care:

e Participate in resident needs assessment and care planning.

e Support and encourage residents.

e Provide quality resident care in accordance with current Care Plans

e Participate in resolving resident incidences and identified issues (e.g.
incontinence, difficult resident behaviours, falls, skin tears, injuries).

e Complete Daily forms on electronic system LeeCare for individual
residents.

e Assist in the assessment of residents as directed by the Care Manager

o Assist residents with activities of daily living: nutrition, mobility, hygiene,
grooming, continence & toileting as per individual care plan.

e Collect urineffaecal specimen as instructed by the Registered Nurse.
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e Administer medications (if Cert IV & or if additional medication
competency is completed) consistent with Archbold House policies and
procedures.

e Attend simple wound dressings (e.g. Skin tear) consistent with

Archbold House policies and procedures and advice by RN.

Follow instructions and accept direction by the Registered Nurse

Report any changes in residents' condition to the Registered Nurse

Respect resident and their rights to privacy and dignity

Respect residents' property.

Check that resident clothing is marked and If not inform laundry staff to

mark all items with permanent marker stamp.
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Work Setting:

e Work priorities are identified in consultation with Registered Nurse on

duty.

e Follow required routines, as per policies and procedures.

e Seek advice and assistance from senior staff when required.
Breakdowns in area of responsibility are identified and responded to
appropriately.

Respond to emergencies according to policy and procedure.
Communicate effectively with staff, residents and relatives.
Respect equipment of the facility, residents and other staff.
Carry out tasks as detailed in duty list.

Quality Activities:
e Participate in continuous quality improvements.

Infection Control:
o Follow Infection Control guidelines and practices.

Work Health and Safety:
e Ensure a safe environment in accordance with Work Health and Safety
Follow Fire and Emergency Procedures.
o Ensure safe working practices at all times.
e Report any observed hazards to the person in charge.

Own Skill Development:
e Pursue own skill and knowledge development through education and
keep informed of all changes in relation to the Aged Care industry.

Work co-operatively with others:

e Tasks are co-ordinated and carried out in co-operation with other
members of the care team.

Own work is carried out responsibly and properly.

Work activities are supervised to ensure maximum efficiency.
Problems are managed constructively.

Communicate with other carers and staff.

Assist with orientation of new staff members when required and share
your knowledge and experience.
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General:
e Adhere to KOPWA Code of Conduct
e Ensure confidentiality of information pertaining to all KOPWA clients,
families, the residents and Archbold House matters.
o Perform any other duties as directed by the Care Manager.
e Attend Mandatory Training
e Attend Staff Meetings

| have read and understood the above and agree to abide by it.
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