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Job Description
	For HRU use only
	Ref: DBS3779


	Directorate
	Health, Education, Care and Safeguarding (HECS)

	Section/Location
	North Tyneside Homes

	Post Title
	Team Leader for Sheltered Housing Service

	Permanent/Temp
	Permanent

	Grade
	

	Responsible to
	Manager of North Tyneside Living

	Responsible for
	Sheltered Housing Team/Service


	Job Purpose 

	· To lead a Sheltered Housing Team in the delivery of a comprehensive and responsive housing management service. To help create an attractive, safe and sustainable community and promote independent living within the Sheltered Housing Service.  The service covers all aspects of tenancy management and enforcement of the terms of the Tenancy Agreement.
· To manage the empty homes and allocations process within the Sheltered Housing Service.
· To assist in the development of service objectives and performance indicators ensure they are implemented, monitored and achieved within the service area.
· To promote the organisations strategic priorities through regeneration, best start in life, quality of life, sense of place and being 21st Century Council. 


	Job Content  

	· To proactively manage a large dispersed Team of Sheltered Housing Officers each working within their own dispersed housing Scheme within the Borough
· To lead a team being the main point of contact for tenants and prospective tenants of Sheltered Housing ensuring excellent customer care is at the focus of service delivery.

· To be involved in the recruitment and induction of staff.
· To be responsible for the management, supervision,development and training of the Sheltered Housing Team including 1 : 1 Supervision and IPR’s to effectively monitor performance and ensure that outcomes and standards are being achieved to an excellent standard.

· To carry 3 Geographical Monthly Team Meeting and 1 full quarterly Team Meeting to ensure that the team are up to date with relevant issues and developments.

	Job Content  Continued 

	· To ensure that relevant housing legislation and company and service policies and procedures are adhered to.
· To ensure the Sheltered Housing Team inspect void properties, report repairs as part of the pre-tenancy inspections process and make appointments for current tenants to get the repairs completed before their tenancy terminates. 

· To take a proactive approach when working across dispersed schemes and neighbourhoods by adopting mobile working with the use of appropriate IT and communication systems.

· To deliver a high standard of management services to tenants.
· To manage the empty homes and allocations process within the Sheltered Housing Service.
· To undertake home visits where necessary and office interviews.
· Establish partnership working, and sharing of information etc with other Council departments e.g. With the Income collection Team, with a view to improve services.
· To provide comprehensive information to Sheltered Housing Officers to restrict and minimise current and former tenancy arrears.
· To ensure tenants are signposted to the relevant agencies for debt and benefit advice as required.
· To respond promptly and effectively to neighbour nuisance and anti-social behaviour complaints within the Council’s policy and procedures, working with residents, partner agencies and external organisations in the promotion of safe and sustainable neighbourhoods.
· To ensure Anti Social behaviour complaints are being addressed correctly escalating serious cases to safeguarding.
· To deal with and respond to complaints about Sheltered Housing Service taking ownership of the problem and seeing it through to a satisfactory conclusion.
· To assist as and when required in undertaking settling in visits for new tenants or transferring tenants of the council.
· To provide appropriate cover for dispersed schemes where necessary when other members of the team are absent on leave or through sickness.
· Assist in the monitoring of staff safety and well-being whilst colleagues are working out of the scheme environment e.g. checking in and out with buddy.
· Carry out general administration duties when required.
· To attend training and development and maintain clear concise records.
· To carry out Risk Assessments.
· To carry out necessary Health and Safety checks within the dispersed Sheltered Housing Schemes arranging remedial works highlighted by Fire Safety Inspections.
· To be fully aware of Health and Safety requirements in relation to any work undertaken and that safe working practices are adhered to at all times.
· To be responsible for the monitoring of ICT systems relevant to North Tyneside Homes.
· To be responsible for the monitoring of scheme equipment, furnishings and fittings, recommending items for replacement in accordance with Health and Safety guidelines and value for money against set budgets.
· To monitor and review budgets for the service area and ensure the service delivers value for money.
· To be an effective representative on behalf of the Council to all internal and external stakeholders at all times working in a positive and customer-focused manner.
· To collage information, prepare and write reports and provide statistics as required.
· To maintain filing and record systems electronic to amend and update as necessary.
· To promote effective working relationships with outside organisations and the Police as part of community engagement helping to create sustainable communities.


	Job Content Continued  

	· To attend regular residents meetings ensuring that all tenants are kept aware of any housing matters which may affect them.
· To ensure that relevant housing legislation company and service policies and procedures are adhered to.
· To ensure that comprehensive records are maintained of all individual services and that effective means are developed to capture service delivery outcomes.
· To support team members to encourage and facilitate customer involvement and participation.
· To develop and manage effective working protocols and arrangements with other voluntary and community groups, and statutory agencies in the borough to deliver improved services to vulnerable customers.
· To develop and manage effective working protocols and arrangements with health care professionals to assist in achieving preventive strategies.
· To ensure effective performance management and delivery of agreed targets, and budgets, where appropriate.
· To play an active role in the delivery of service plans and strategies.
· To work with the management team on the implementation of policies and procedures of the Sheltered Housing Service including the Sheltered Housing Officers handbook, scheme welcome pack and service standards.
· To maintain a register of information and advice resources for vulnerable customers and ensure that these are regularly reviewed to keep customers informed of their rights and options.


	Performance standards

	· To effectively Manage Team performance and develop skills and capabilities of others.



	Working conditions

	· 37 Hours per week

· Flexible working conditions to meet the needs of service delivery

· You will be required to work within a vast amount of sites across the borough.
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