DARLINGTON BOROUGH COUNCIL

   ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

JOB DESCRIPTION

	POST TITLE :  


	Scheme Manager 

	GRADE :


	I

	JOB EVALUATION NO.


	     

	REPORTING RELATIONSHIP


	The post holder reports to the Lifeline Team Leader

	JOB PURPOSE :


	To deliver an effective on site housing management service within sheltered and good neighbour accommodation.


To deliver to tenants an efficient, effective and enabling service that accords with the Authority’s policies, procedures, best practice and joint working protocols.

To promote the independence and wellbeing of tenants and create a vibrant and active environment


	POST NO.


	D11816



	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


MAIN DUTIES/RESPONSIBILITIES

1. Respond to emergency calls and give emergency help when necessary, referring to other services or relatives as required and recording appropriately any actions taken.


2. Ensure that clients, colleagues, management and the control room have the information they need to respond to emergencies arising out of hours. This also applies to any staff covering your scheme in your absence.


3. Undertake clerical and administrative duties including manual and computer recording and filing of information ensuring records are up to date to facilitate the smooth running of the service and the scheme. Collect and record payment of the TV Licenses, Guest Room and Hall Rental.


4. Proactively market and promote sheltered/extra care housing within the community by supporting and signposting applicants , conducting accompanied viewings  and sign ups 

5. Advise tenants and their relatives of tenancy termination procedures and liaise with Housing Management regarding vacancies to ensure vacant dwellings are re-let as quickly as possible.


6. Provide tenants with and discuss relevant information regarding their tenancy agreement, e.g. their rent, applying for housing benefit etc.

7. Provide tenants and other interested parties with relevant information, including the services and amenities available, call and door entry systems and fire evacuation procedures.   


8. Signpost tenants to other agencies to ensure they receive appropriate levels of care and intercom each tenant on a daily basis Monday to Friday. Consult and liaise with appropriate staff regarding the care, support services and environmental concerns for tenants, ensuring accurate records of action taken are maintained. Attend meetings as required


9. Visit tenants regularly assessing condition of property and any changing needs to ascertain their wellbeing.  Complete a tenancy/household audit on at least an annual basis or whenever there is a change in circumstances

10. Refer through to appropriate agencies any potential or unmet needs to request assessment for aids, adaptations or longer term services


11. Provide advice and information on scheme facilities and local services and contribute to marketing initiatives to promote the scheme, GEM, Telecare, Lifeline Services and Enablement Services.


12. Be proactive with regard to health and safety and wellbeing. Undertake monthly health and safety audits; ensure that the fire alarm and fire drill procedures are carried out in accordance with the joint health and safety policy for the scheme. Comply with all aspects of the agreed Health and Safety Policy is properly implemented and documented.


13. Monitor the onsite domestic, grounds maintenance, any catering provision or other contractors ensuring that their standards are acceptable and comply with contract terms.

14. Take responsibility for the security and heating of the communal areas, ensure they are clean and free from hazards. Undertake light cleaning duties as applicable  Report repairs as required and ensure that they are completed in the correct timescale, escalating if not .


15. Carry out monthly health and safety checks.  Ensure all actions are documented and followed up.


16. Support access to properties in order for planned works to be completed


17. Respond to calls relating to mechanical failure of the equipment and any issues including those relating to housing management, security, activation of smoke alarms, repair issues, fore alarms(including resetting) and lock outs


18. Provide a sympathetic and supportive response to tenants during times of illness, hospitalisation or bereavement.  Provide help (not nursing) to clients for short term periods until arrangements can be made for relatives/or other agencies to take over.


19. Promote tenant and scheme-based involvement in the wider community and encourage and support the development and continuity of a properly constituted social club.  Encourage tenants, their relatives and friends to become involved with the scheme, whilst promoting independence and respecting their rights.


20. Undertake all reasonable training activity designed to support your role.


21. Within the service provide cover, help and assistance as directed by your line manager.


22. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 


23. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.


24. Carry out your role in line with the Council’s Equality agenda.


25. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.


26. Any other duties of a similar nature related to this post that may be required from time-to-time.
27. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

28. You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.
29. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

30. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment the employee will be subject to rechecking as required from time to time by the Council.
Date: June 2018
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All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	NVQ Level 2 or equivalent in Supported Housing


	
	D

	2
	First Aid Certificate


	
	D

	
	Experience & Knowledge
	
	

	3
	Approximately 3 years’ experience of dealing with older people either by employment or in a voluntary capacity


	E
	

	4
	Knowledge in the use of technology 


	
	D

	
	Skills
	
	

	5
	IT Literate and capable of using MS Word and office applications


	E
	

	6
	Ability to apply accurate literacy and numeracy skills to include spelling, grammar, punctuation, percentages and decimals 


	E
	

	7
	Ability to effectively communicate, especially with older people, to have patience and be a good listener 


	E
	

	8
	Ability to maintain accurate records and work within guidelines


	E
	

	9
	Ability to organise and prioritise own work with minimum supervision and deal with unexpected events.


	E
	

	10
	Ability to deal with a wide range of people including, tradespeople, clients, families, health professionals, adult services, etc. 


	E
	

	11
	Ability to manage a building and deal with any issues including reporting repairs, monitoring contractors


	E
	

	
	Personal Attributes
	
	

	12
	Ability to remain calm under pressure


	E
	

	13
	Ability to demonstrate a caring disposition


	E
	

	14
	Ability to work in an environment of a confidential nature 


	
	D

	
	Special Requirements
	
	

	15
	Reliable with a flexible approach to work including some statutory and bank holidays if required


	E
	

	16
	The ability to communicate at ease with customers and provide advice in accurate spoken English

	E
	

	17
	Capable of independent travel to carry out the requirements of the post

	E
	

	18
	The successful candidate will be expected to wear the uniform provided.


	E
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