BROADLAND HOUSING ASSOCIATION

PART OF THE BROADLAND HOUSING GROUP

JOB DESCRIPTION


	Job Title:
	Scheme Manager

	Reports to:
	Older Persons Services Manager

	Grade:
	C

	Job Purpose:
	The caring and efficient management of a sheltered housing scheme.  Ensuring the highest level of care and support is delivered to customers, both directly and through the facilitation of inter-agency working.


Qualifications and Skills
Essential:
· Previous work within a customer service function at a Housing Association or other public service agency/organisation, which includes regular face-to-face contact with older people, or previous care work
· Able to demonstrate a working knowledge of equal opportunities issues and those issues most directly affecting older people
· A basic knowledge of housing allocation policies, and the role and functioning of statutory and voluntary agencies involved in the care, health and welfare of older people
· A good understanding of personal safety issues and of health and safety practice at housing schemes for older people
· Personal qualities such as the ability to deal with people in a caring manner, whilst engendering trust and confidence is essential
· A responsible well-organised and practical approach to running the day-to-day operational requirements of the scheme is required
· You will have a good standard of literacy and numeracy skills and be able to communicate well, both written and verbally, at all levels.  
· Confident in taking ownership of day to day situations and resolving problems

· A flexible approach to working within your team

· Patient when dealing with internal and external customers

· Approachable and enthusiastic with all customers

· Proficient in team working and encourages knowledge sharing

· Compassionate and understanding of the needs of older people

· Tactful, with an appreciation of the importance of confidentiality

· Self-motivated and take pride in providing a good standard of service
Desirable:
· Completed, or studying towards, National Wardens Certificate or Certificate in Supported Housing
· Assertive in challenging situations

· Resilient, with the ability to maintain a positive approach

Scope
· You will and be responsible for monitoring the cleanliness, state of repair and security of the premises in the interests of the Association and its customers, raising matters of concern and suggestions for improvement both with Social Services and with the Team Leader (Older Persons Services).
· Maintain an effective working partnership and communication with resident Social Services staff and to provide appropriate help and assistance to those staff to allow them to meet the care and health needs of customers

· You will operate the warden call system and work with a variety of agencies in the support of your customers.   Making regular contact with each customer, taking appropriate action to assist in ensuring their safety and well-being by liaising with Social Services and other agencies as required and the peaceable enjoyment of their tenancies with the Association by liaising with Housing Management departments as required.  This should include regular communication with the relevant Housing Officer on tenancy management and sustainability issues, and prompt and regular reporting to the relevant Property Surveyor on repair requirements

· You will enable your customers to live as independently as possible, whilst ensuring that the customers welfare is monitored appropriately

· You will support your local Housing Officer with the issuing of tenancies and dealing with related tenancy issues on behalf of the customers.  Supporting the full occupation of the scheme at all times and ensuring that letting standards are met through supporting other team members

· Receive and distribute keys for the units and to facilitate the arrival and departure of customers when on duty

· Provide advice and assistance to customers and their relatives or other representatives in order that they may obtain maximum benefit from the facilities provided

· Maintain and produce upon request, an accurate and up-to-date inventory of all the Association's furniture, equipment and stored items

· Ensure, as far as is reasonably practicable, that the premises are always in a safe condition for the use of both customers and Social Services and Association staff, reporting any concerns promptly to the Team Leader (Older Persons Services). You will also ensure that all contractors or agencies deliver services to the scheme to acceptable standards

· Regularly review and suggest improvements to the Housing Management department's practices

· Comply with the policies and a practices of the Association, to deliver and act in accordance with the Association's Equal Opportunities Policy and be responsible for undertaking working practices in a safe manner in accordance with the Association's Health and Safety Policy

· Any other duties that are at an appropriate level as may be required from time to time

Accountability

· The day-to-day welfare of customers and caring relationship management with people who have diverse needs

· Actively supporting housing management and allocation processes

· The general supervision of cleaners / contractors and support staff

· To monitor and administer the use of scheme Guest Room facilities, including the receipt of cash payments, issuing of receipts and forwarding of funds to the Association

· This post involves the planning and arranging of one's own work, within set objectives and guidelines, referring complex problems to the Team Leader (Older Persons Services).
· Contribute to the review and improvement of Housing Management department's practices and objectives

· You have a duty to ensure your own health and safety at work and that of their colleagues and to co-operate with the Association in order for it to fulfil its legal obligations.

Special Features

· Attendance at meetings required, occasionally in the evening

· Able to access properties in a variety of settings and positions, including climbing stairs, lifts and uneven terrain

· Occasional attendance at conferences/training courses requiring overnight stays

· All corporate or job specific training required by the Association as part of your job, is considered mandatory

Broadland Housing Group has a vision to improve life opportunities for people in Norfolk and Suffolk.





Our mission is to manage homes to the highest standard we can achieve, to deliver as many new homes as we can afford, and to provide successful training and employment programmes to support people into work.





Our Corporate Strategy is built around our organisational values, which are:


Caring about communities


Being professional and businesslike


Being open, honest and dependable


Committed to equality of opportunity


Respecting people


Being customer focused
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