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Job Description

Job Title:		Independent Living Support Officer		

Pay Grade:		W2	

Directorate:		Communities	

Team:			Living Well	

Reporting to:	Independent Living Team Leader	

Budgetary Responsibilities: N/A

Job Purpose:

Assist with the running of the Extra Care schemes providing all support required to the residents to enable them to live independently at home.  Welcome and support day guests.  Tasks include answering queries and assisting tenants, taking payments, completing administrative tasks, making appointments, booking transport, signposting tenants to required partners, answering the phone and handset, receiving deliveries, welcoming people to the building.   Assist with the running of the office, café, lounge and dining room and all activities associated with them.

Main Tasks:

1. Be responsible for providing and arranging all necessary support to enable the residents to live independently at home as long as possible.
2. Be responsible for all daily admin tasks required including creating what’s on calendar, event promotional material, weekly menus, weekly newsletter, daily spreadsheets for record keeping, case notes and similar.
3. Complete support plans for all new tenants and review support plans throughout the year updating with any changes. Ensure that an annual check in of support plans is completed for all your allocated tenants.
4. Work closely with Housing colleagues to ensure tenancies are maintained satisfactorily.
5. Ensure all systems are updated with tenant log information and any relevant tenancy information including rent work.
6. Carry out visits to tenants in their home to check their wellbeing and where required report and record any issues noted.
7.  Conduct welfare checks to monitor the well-being of individuals and identify any emerging needs or risks. 
8. Raise safeguarding concerns promptly using both internal reporting systems and external referral procedures. 
9. Attend internal and external partnership meetings, which may be held off-site, to support collaborative working and information sharing. 
10. Keep records up to date using internal computer software systems. 
11. Help identify and support residents who are isolated involving all appropriate partners, agencies and voluntary sectors aligned to ‘Living Well’ priorities.
12. Help ensure residents are receiving the correct benefits they are entitled to and signpost residents accordingly.
13. Be responsible for raising any concerns regarding residents well being to the Team Leader.
14. Be responsible to set up and maintaining the café, having carried out all food hygiene checks and health and safety checks as required.
15. Ensure the café area is a pleasant and welcoming environment offering variety and good service.  Ensure it is cleaned as required and all admin records are completed including taking payments.
16. Work in partnership with the Community Meals team to provide an attractive and popular meals service with a high level of service to be offered both in the café and dining areas as well as for external events.  Contribute to discussions and ideas to improve the community meals offer.
17. Ensure the dining room is set up for meals in time creating a pleasant environment and cleaned as required.
18. Ensure all meal requests are recorded and forwarded to the Community Meals team as required in an accurate and timely manner.
19. Assist with the delivery meals as required.
20. To promote and organise a varied programme of activities for residents in extra care and sheltered housing schemes and to encourage residents to play an active role in co-ordinating events and work with the voluntary sector to assist with such events.
21. To plan and promote a varied programme of activities for residents and day visitors and create all necessary PR materials eg posters.
22. Be responsible for recording all activities completed and performance management information required eg how many people attended activities and any other information requested.
23. Be responsible for all telecare installations, updates, repairs and administration associated with the system including all software updates as required.
24. Ensure Day Care preparation for the following week is completed including booking transport and meals. 
25. Be responsible to encourage and greet day care visitors and collect day care payments as required.
26. Be responsible for fire and safety checks as instructed and ensure all findings are recorded. 
27. To support the maintenance of the building and report any repairs to the internal repair’s teams. 
28. Be responsible for planning a varied programme of monthly events, trips and themed lunches.   Ensure all risk assessments are completed.
29. To recruit, manage and motivate the volunteers to enhance the service offered at the schemes.
30. Work with volunteers and tenants to raise funds and organise special events for the enjoyment of all users.
31. Attend monthly tenants’ meetings, listen to query raised, take minutes and share with tenants and have a pro-active approach to implementing change requested and improving our services. 
32. Assist with the provision and readiness of the step-down properties and support those tenants.
33. To assist with the void and new tenant processes.
34. Be responsible to attend and deliver Falls Responder Service as required. 
35. To assist with the support provided to sheltered scheme tenants as required.

Financial Responsibility:

1. Be responsible for finance administration including daily banking, raising invoices and purchase orders, making payments via procurement cards and receipting them, record keeping of sales and stock and end of week banking in accordance with policies and standing orders.

Other Responsibilities:

2. Attend training courses and meetings as required.
3. Be flexible, adaptable and open to change across Living Well Services.
4. Assist with occasional weekend and evening activities as required.
5. Assist with out of hours emergencies as required.
6. Follow all procedures and processes that are set out and actively contribute to voice efficiencies.
7. To ensure GDPR requirements are maintained at all times.
8. To comply with safeguarding procedures, lone working and risk assessments.
9. Ensure food hygiene requirements are followed and qualification gained.
10. To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.

People Management: N/A

Service Management: NA



Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Good general level of education including English & Maths GCSEs or equivalent.
· First aid Training – 3 day or willing to attend.
· Food Hygiene certificate.
· Be prepared to train for an NVQ.
· Strong working knowledge of ICT systems, with proven experience in using Microsoft Office applications effectively to support day-to-day operations.
	E

D
D
D

E
	A

A
A
A

A

	Experience
	· Experience of working in an Extra Care or Day Centre environment.
· Excellent interpersonal skills, with a proven ability to listen, empathise, motivate and be supportive, patient and respectful.
· Proven track record of excellent customer service 
· Experience of working in a support or advice/information giving role.
· Experience of working with vulnerable, disabled and/or elderly people.
· Ability to communicate effectively through all media with a wide cross section of individuals and groups.
· The ability to engage and build relationships with clients.
· Excellent organisational skills.
· Awareness of data protection and information sharing issues.
	E

E


E

E


E

E


E

E

E
	A/I

A/I


A/I

A/I


A/I

A/I


A/I

A/I

A/I

	Special Requirements
	· Ability to work the pattern of hours necessary for the service – occasional weekends, evenings  where appropriate.
· To work at/from any premise within the organisation / service area.
· Have a full drivers licence and access to a car.
	E


D


D
	A/I


A/I


I



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Enhanced
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 




Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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