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COMMUNITY OPERATIONS
JOB DESCRIPTION

POST TITLE:


Housing Plus Officer
GRADE:



Band 5
MANAGER RESPONSIBLE TO:
Assistant Housing Manager
Overall Objectives of the Post:

To provide housing services to Housing Plus residents and customers in the wider community.
Key Tasks of the Post:

1. You will be responsible for providing support and quality of service to Housing Plus residents.  You will:

· Deliver the Housing Plus service to tenants/customers by providing housing related support to service users in accordance with the requirements of legislation, good practice and the Council’s policies and procedures. 

· Work with the customer in the development of a support plan, which maximises support and their ability to sustain suitable long-term housing and work in accordance with data protection legislation. 

· Ensure that our working practices support effective safeguarding and contribute to a reduced risk of abuse for people who use our service.

· Provide a range of services to help and support tenants with their duties under the tenancy agreement, including repairs reporting and rent advice.

· Liaise with all partners and agencies to ensure that customers receive the support that they need, acting as co-ordinator of support and care by developing and maintaining links with referral agencies.

· Maintain regular contact with residents and customers within the agreed timescales.

· Signpost for welfare benefit, money advice and help to observe the obligations and responsibilities of their tenancy.

· Provide short-term emergency assistance to residents until the implementation of Care Services i.e. shopping, laundry, prescription pick up, meals.

· Work with the South Tyneside Council Technology and Independence Service to ensure the provision of an efficient out of hours service.

· Help to facilitate the management and letting of void properties.

· Visit prospective customers to assess their needs and suitability for the service including needs and risk assessments.
2. You will contribute to the development and promotion of the Housing Plus service.  You will: 

· Promote and facilitate social activities within the scheme encouraging the wider community and other schemes to participate and make use of the communal facilities.

· Encourage and facilitate resident involvement in the running of the scheme, its activities and the wider community.

· Provide information regarding Housing Plus and the role of the Housing Plus Officer.  Assist with marketing of accommodation as required i.e. scheme open days, welcome packs, internet information and annual events.

· Encourage the formation of social committees and resident associations providing appropriate support at resident association request.

· Deal efficiently and effectively with complaints and enquiries, using a non-judgemental approach, only escalating to others when it is appropriate.

· Seek and apply for external funding to support social activities within the Housing Plus schemes and surrounding locality.

· Make sure that customers are able to access useful, up to date information.
3. You will be responsible for ensuring Health and Safety within Housing Plus schemes.  You will:
· Ensure adherence to Health and Safety principles at all times.

· Ensure the administration, management and maintenance of the scheme is in accordance with the Service’s agreed policies and procedures.

· Maintain accurate records and carry out inspections for water flushing, lighting, fridge temperatures, fire safety, PAT testing (Annual and new electricals), security checks, monthly Health and Safety log, bulky refuse, lift records and car parking facilities and any other additional checks as required. 

· Play an active role in fire warden duties.

· Ensure that the “No Smoking Policy” is adhered to.

· Maintain an accurate and up to date accident report book for incidences within scheme boundary.

· Adhere to the Lone Worker policy and procedures at all times.
4. You will be responsible for contributing to the development of the service.  You will: 

· Contribute to the implementation of policies and procedures as required.
· Facilitate consultation with customers and take an active part in service improvement and steering groups.

· Operate within schemes around the Borough as agreed, working weekends on a rota basis.

· Support the development of internal and external partnerships to deliver the service’s aims and objectives

· Be aware of national policies for older people and community care and health.
5. You will be responsible for making a corporate contribution.  You will:
· Contribute towards ensuring that all operational activity and resources are geared towards delivering a value for money service.

· Assist with the development of new initiatives and services.

· Ensure services are in accordance with the strategies and objectives of South Tyneside Council.

· Have a flexible approach to your working hours which may include attending some out of hours requirements.  
South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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