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	For HRU use only
	Ref: DBS3091


	Directorate
	Deputy Chief Executive

	Section/Location
	North Tyneside Living
 Any Worksite within North Tyneside

	Post Title
	NTL Housing Officer

	Permanent/Temp
	

	Grade
	5

	Responsible to
	Sheltered Housing Manager

	Responsible for
	N/A

	Job Purpose

	· To be the main point of contact for those residents living in older people’s North Tyneside Living (NTL) sheltered housing.  

· To provide an effective housing service to NTL sheltered housing residents to ensure they manage to sustain their tenancy with continued independence in a safe, secure, happy environment.
· To be key in delivering the Adult Social Care preventative agenda by providing and enabling service that strengthens independence 
· To work closely with our key partners, including but not limited to Council Wellbeing services, Care Call, Kier NT, Morgan Sindall Property Services, Health and the voluntary sector.
· To play an important and active role in relation to the safeguarding of vulnerable adults and children

· NTL Sheltered Housing Officers have a generic role to enable maximum flexibility to ensure the service continues to be customer focused.



	Job Content

	· To provide excellent customer care to existing and prospective residents living in NTL sheltered housing 

· To provide housing advice to customers regarding NTL sheltered housing options

· To inspect homes and provide advice and support to current tenants about the condition of their home as part of the re-let process

· To complete accompanied viewings and tenant sign ups.
· To terminate tenancies
· To provide housing advice and support to tenants, in relation to tenancy sustainment and independent living, which will include maximisation of income, liaison with professionals to provide required Care Packages / aids and adaptations etc, income collection, tenancy enforcement and (sheltered housing) estate management.

· Carry out health and well being support visits to residents, on a minimum 6 monthly basis or as required by individuals at specific times

· Carry out and actively promote scheme walkabouts with tenants

· Deal with scheme / neighbourhood complaints / anti social behaviour including, but not limited to, noise, nuisance and parking issues

· Carry out tenancy reviews 

· Visit all new tenants within 6 weeks of commencing their tenancy within NTL sheltered housing 

· Complete and maintain comprehensive resident records and information.

· Liaise with relevant professionals, tenants’ family and/or carers.

· Monitor all aspects of Health and Safety, and complete and maintain the appropriate reporting logs. This will include, but not limited to, carrying out inspections and maintaining accurate records for Asbestos Management, Weekly Water Flush, lighting, Fire doors and Fire safety equipment, PAT testing (Annual and new electrical’s), Security checks, Monthly Health & safety Log, bulky refuse, lift records and car parking facilities.
· To work closely with the QHfOP Project Company throughout the lifetime of the project, to include reporting repairs, attending meetings with the Project Company regarding building issues / plans  

· To collect resident data, which will inform management decisions in relation to preventative tools and service deliver 
· To implement the NTL sheltered housing service model providing a tailored, innovative service to residents
· Promote assistive technology solutions to maintain independence, health and wellbeing
· Facilitate social activities

· Attend all relevant training and meetings.

· To be competent in the daily use of computers

· To be aware of all health and safety requirements in relation to any work undertaken and that safe working practices are adopted at all times

· Implement and comply with the Council’s Equality and Diversity policies

· Implement and comply with the service’s Professional Boundaries procedures 

· Assist to ensure the service delivers value for money

· Carry out any other duties that may be required commensurate with the general level of responsibility for the post



	Performance standards

	Always be alert to the health and well being of tenants

Promote and maintain independence

Report any trends or serious problems to the Service Manager



	Working conditions

	Working as part of a dispersed team, supported by the Service Manager and Care Call provision.

Required to provide a service across North Tyneside

Casual car user allowance is available 





PERSON SPECIFICATION
	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Evidence of clear understanding of the needs of older people 

Evidence of clear understanding of Sheltered Housing for older people and it’s challenges / current issues

Ability to work on own initiative

Ability to work as part of a team

Experience of and a passion to deliver excellent services to older people

Demonstrate sound decision making skills

Good I.T skills

Good communication skills with the ability to establish and maintain effective contact with customers, staff and key partners

Systematic approach to problem solving

Ability to deliver a high standard of service 

Effective time management skills


	Experience of working in a supported housing environment

Ability to assist with the delivery of new services

Report writing skills
	Application form

Scenario



	Qualifications and Training
	5 GCSE’s Grade C or above or equivalent 

NVQ 2 or equivalent in Health and Social Care or Housing

Ability to learn in-house I.T systems essential to business requirements  


	
	Application form

Certificates

	Experience
	Experience of working with older people in a health, care or housing environment.

Experience of delivering a high quality customer service

Experience and understanding of equality issues and how they affect service delivery 


	Experience of working with older people in a supported housing environment.
	Application form

Interview

References

	Special Requirements
	Understand the need for confidentiality and the importance of control of sensitive information

Flexible and self motivated

Commitment to excellent customer care

Commitment to equality and diversity 

Commitment to customer involvement

Commitment to delivering value for money services

To be resilient and able to deal with difficult and emotionally challenging situations in a calm and professional manner

You must be able to meet the transport requirements of the post.  Reasonable adjustments will be made for disabled candidates.

CRB Enhanced Disclosure


	Ability to deal with and tackle new challenges

Innovative 

Current driving licence or means of mobility to get around the Borough
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