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Job Title: Lifeline Scheme Manager                                 Pay Band: 6

	Job Purpose:
	To work independently or as part of a team in delivering a Scheme Manager function to our Lifeline clients 
To promote independence, wellbeing and reduce social isolation through the installation of technology, creating safe environments and delivering tailored move more activities.


	Valued Behaviour Level:
	1  
	JE reference: 
	B1454

	

	What are you expected to do?
	

	· Respond to emergency calls, conduct dynamic risk assessments, and give emergency help including responsive care and emergency First Aid including Defib and CPR as required until other arrangements can be made for other services, agencies, or relatives as required and recording accurately all actions taken.
· Deliver support in a way that maintains personal dignity, ensuring an individual’s safety and independence within their home environment, offering a sympathetic and supportive response to our customers and their families during times of illness, hospitalisation, or bereavement.  
· Respond to calls relating to equipment failure, housing management, home security, activation of smoke and fire alarms (including resetting), lock outs or access for planned works.
· Undertake clerical and administrative duties including data inputting, filing of information, recording calls received/attended, actions taken, and ensuring that records are up to date to facilitate seamless service delivery when responding to calls and attending a person’s home both in and out of hours.
· Provide tenants and other interested parties with relevant information, including the scheme facilities, local services, and amenities available, call and door entry systems and fire evacuation procedures and to collect, record and provide receipts for sundry items such as fobs, concessionary TV Licenses, guest room and community centre rental.
· To work in partnership with Housing Tenancy Management with tenant related matters as required and signposting customers to other agencies to ensure they receive appropriate levels of care and support as necessary, this includes requests for assessments for aids, adaptations, or longer-term service.
· Proactively market and promote sheltered/extra care housing within the community and conducting accompanied viewings and new tenancy sign ups, encouraging the use of Telecare equipment and be skilled in demonstration and install which may require the use of basic tools and working at heights.
· To complete allocated visits to our clients in their homes completing annual reviews of their personal information, checking the equipment installed, assessing the condition of the property and any changing needs and consult/liaise with appropriate colleagues/agencies to share any relevant concerns attending any MDT or similar meetings and maintaining accurate records of actions taken.
· To safeguard and promote the safety and wellbeing of our clients and adhere to all specified procedures.
· 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.
· Monitor the onsite domestic, grounds maintenance, any catering provision or other contractors ensuring that their standards are acceptable and comply with contract terms.
· Promote tenant and scheme-based involvement in the wider community, encouraging and supporting the development of groups, alliances and partnerships with local agencies and communities.   Encourage tenants, their relatives, and friends to become involved with the scheme, whilst promoting independence and respecting their rights.
· Undertake all required training activity designed to support your role and assist with the delivery of training to new staff. You may be required to attend training outside of your normal working hours.
· Within the service provide help and assistance with any other duties of a similar nature related to the posts of Response Officer and/or Scheme Manager, this includes scheme and rota cover as directed by your line manager.
· Complying with all aspects of the Corporate Health and Safety policy and service specific risk assessments, policies 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. 

This includes but not exhaustive:

· All aspects of building management in accordance with building services guidelines 
· Wearing of lone working devices
· Regular checks of all equipment that is used to support delivery of the service
· Reporting any defects or concerns









Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	NVQ Level 2 or equivalent in Care and or Supported Housing
	
	D

	2
	First Aid Certificate
	
	D

	3
	Moving and Handling of People

	
	D

	
	Experience & Knowledge
	
	

	4
	Approximately 2 years’ experience of dealing with older people either by employment or in a voluntary capacity
	E
	

	5
	Approximately two years’ experience of working in a social housing, care or other relevant environment either by employment or on a voluntary basis
	
	D

	6
	Knowledge in the use of technology/telecare 
	
	D

	7
	Experience of working within policies and procedures with the use of initiative to respond to situations
	E
	

	8
	Experience of working in a busy and challenging environment
	E
	

	9
	Understanding of data protection principles and confidentiality

	E
	

	
	Skills
	
	

	10
	IT Literate and capable of using MS Word and office applications
	E
	

	11
	Ability to apply accurate literacy and numeracy skills to include spelling, grammar, punctuation, percentages and decimals 
	E
	

	12
	Ability to effectively communicate, both verbally and in writing to a range of audiences 
	E
	

	13
	Ability to listen, be patient and explain information clearly, especially with older people.
	E
	

	14
	Ability to demonstrate attention to detail maintaining accurate records and working within guidelines
	E
	

	15
	Ability to organise and prioritise own work with minimum supervision and deal with unexpected events.
	E
	

	16
	Ability to deal with a wide range of people including tradespeople, clients, families, health professionals, adult services, etc. 
	E
	

	17
	Ability to deal with difficult customers in stressful situations, whilst remaining professional and calm
	E
	

	18
	Ability to take ownership for resolution of enquiries and to escalate as necessary. 
	E
	

	19
	Ability to effectively interpret written communication and respond in the most appropriate format
	E
	

	20
	Ability to manage a building and deal with any issues including reporting repairs, monitoring contractors and signposting to other relevant agencies
	E
	

	21
	Able to carry out the physical requirements of the role
	E
	

	
	Personal Attributes
	
	

	22
	Ability to remain calm under pressure and display emotional resilience when working with a diverse client group or dealing with complex or challenging behaviours.
	E
	

	23
	Ability to demonstrate a caring disposition with a welcoming and helpful approach to customers.
	E
	

	24
	Ability to work effectively on own initiative and as part of a team
	E
	

	25
	Ability to demonstrate that you can work within an environment of a confidential nature and handle sensitive information appropriately
	E
	

	26
	Respond to regular supervision and support in a constructive manner
	E
	

	
	Special Requirements
	
	

	27
	Ability to form and maintain appropriate relationships and personal/professional boundaries.
	E
	

	28
	The ability to communicate at ease with customers and provide advice in accurate spoken English
	E
	

	29
	Suitability to work with adults and children.
	E
	

	30
	Capable of independent travel to carry out the requirements of the post
	E
	




Supporting Statement
		Role Profile
		

JE reference: B1454

Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. As managers, you will display these every day and support your team members to demonstrate them too


RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.

COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.

 All Managers will be expected to:
· Engage with our My Journey process, ensuring all reviews including your own are completed timely and with quality conversations.   
· Manage your team in line with our core values, policies and procedures and ensure that employees are aware of their obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that employees in your team are aware of their obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code. 
· Be a team player with the willingness to be flexible and supportive.
· Be a strong communicator demonstrating active listening skills, openness, approachability and good verbal and written skills.
· Ensure that our Equality agenda is implemented effectively in your team and to carry out your duties as a manager and employee in line with these. 
· To fulfil your health and safety management role as detailed in both Corporate and Group Health and Safety Policies, organisational statements and procedures to ensure a safe working environment for yourself, members of your team and others who may be affected by your team’s activities. 
· [bookmark: _Hlk172273770]Carry out your role in line with our climate neutral ambitions.
· Undertake any other duties of a similar nature related to this post that may be required from time-to-time.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
· 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.
· 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.
· 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 ourselves.
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