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JOB PROFILE

	SERVICE AREA
	Housing Services (Sheltered Housing)


	JOB TITLE
	Housing Support Officer


	POST NUMBER
	


	GRADE
	Band D £28,580 - £30,768


	RESPONSIBLE TO
	Housing Support Team Leader


	KEY LIAISON WITH


	


	JOB PURPOSE


	To ensure we provide a professional, safe, and secure environment for the residents within our sheltered service, while encouraging a sense of community, independence, and wellbeing.  
Take responsibility for the day-to-day management of the scheme and ensure communal areas and facilities are safe, clean, secure, and appropriately used.

Provide a responsible and proactive response to residents within our Sheltered Housing Schemes to ensure they receive an excellent service while monitoring their wellbeing and taking responsibility to signpost to other support agencies where concerns are identified.

To provide on-going day-to-day support to enable residents to successfully manage their tenancy. 
Carry out regular Health and Safety checks including checks on our resident’s alarm equipment. 
To ensure delivery and maintain a quality supportive service, thereby fulfilling this role within the framework of service objectives, the Council’s Corporate objectives and policies and any legal requirements.



	JOB PROFILE LAST

REVIEWED
	September 2022


	KEY CORPORATE ACCOUNTABILITIES

	1. To work with colleagues to achieve service plan objectives/targets.


2. To participate in Employee Development Scheme/Appraisals and contribute to the identification of your own and team development needs


3. To actively promote the Council's Equal Opportunity Policy and Diversity Strategy and observe the standard of conduct which prevents discrimination taking place.

4. To ensure full compliance with the Health and Safety at Work Act 1974 etc., the Council's Health and Safety Policy and all locally agreed safe methods of work.

5. To fully understand and be aware of the commitment to Section 17 ‘Duty of the Crime and Disorder Act 1998 to prevent crime and disorder’.

6. At the discretion of the Head of Service, such other activities as may from                 time to time may be agreed consistent with the nature of the job described above.


	KEY SERVICE-RELATED ACCOUNTABILITIES

	The general duties and responsibilities of the post holder will fall within the following areas.

1. Act as facilitator to ensure that our residents receive the care and support services and advice that they require from statutory services and other agencies.
2. Meet regularly with individual residents to identify and agree what support they need and make contact with residents on a timescale they decide, either personally or through the emergency call system.

3. Provide 1st point of contact advice on rent and service charge payments and help with claims for benefit entitlement to ensure that rent accounts are well managed and tenant income maximised.  To refer to Estate Officers any complex rent or service charge matters that require more specialised knowledge.
4. Provide a physically well managed scheme, including grounds and gardens so that this impacts positively on tenant’s quality of life.  Ensure that shared gardens are well maintained, encouraging the involvement of tenants who choose to be involved.
5. Provide an overseeing role to ensure that shared internal areas are clean and well maintained.
6. Report and monitor repair issues to ensure that they carried out quickly and effectively.
7. Maintain health & safety requirements in accordance with Health & Safety policies.  Carry out fire alarm, emergency lighting, alarm system checks and other checks to the required timescales.

8. Carry out regular site inspections to ensure that issues are identified and addressed at an early stage.
9. Ensure that partner agencies and contractors can access the scheme where appropriate and necessary.
10. Responsible for the co-ordination & recording of bookings of guest rooms & sheltered halls, monitor income collection,
11. Responsible for TV license reporting to the licensing Authority and monitoring TV license payments.
12. Respond appropriately to any initial instances of anti-social behaviour (ASB) on site to help resolve matters before they escalate, and report all matters of ASB to the appropriate Estate Officer.
13. Respond effectively to concerns and complaints and ensure all reports are escalated to the Line Manager in accordance with the Council’s Complaints Policy.
14. Provide information and advice to help tenants make informed choices about the options open to them.
15. Make sure that residents are aware of their rights and responsibilities in their tenancy agreement.
16. In partnership with residents ensure the provision of a range of social activities, encourage resident involvement.
17. Respond appropriately to emergency situations occurring either on site, other sheltered schemes or in the community. Notify next of kin and record and monitor actions taken.  Maintain accurate records and ensure hand over procedures are adhered to. 
18. To provide support and cover where required to ensure service delivery across all schemes.
19. Maintain computerised and manual records of the residents, events, accidents and health and safety issues, paying attention to confidentiality and data protection.
20. Liaise with members of the public and deal with all queries/requests for information in a prompt efficient manner. Maintain accurate records of any incidents and action taken. 

21. Participate in the ‘out of duty rota’ in accordance with service requirements.

22. Undertake such other duties as may be reasonably required within this post to support the operational needs of the service area and Council, including maintaining business continuity and during any civil emergencies.

This document is subject to review to reflect any changing operational needs of the service and the Council.




PERSON SPECIFICATION

JOB TITLE:

Housing Support Officer

DEPARTMENT:
Housing Services (Sheltered Housing)

Information for Applicants:  The Person Specification provides an outline of the experience, skills and abilities we expect the Successful Applicant to possess.  You should match your own skills, experience, and abilities to those listed below.  Tell us in what way you have carried out the criteria asked for.  Disabled people will be offered an interview where they meet the Essential Criteria alone
Method of Testing        

      1 = Application Form 
2 = Interview     3 = Assessment Tests

Weighting of Criterion                      

     1 = Low Importance   2 = Medium Importance   3 = High Importance 

	Key Competencies and Behaviours
	How Measured

1 - 3
	Weighting of Criterion 

1 - 3

	1.   Skills and Abilities – Essential

	· Competent in the use of Microsoft word, excel, and emails
· Able to work on own initiative with minimal supervision

· Patient and able to keep a cool head in emergencies

· Adapts interpersonal style to suit different people or situations

· Ability to follow instructions from others without unnecessarily challenging authority, including following procedures and policies, keeps to schedules and arrives punctually for work and meetings

· Be able to work as part of a team, but also to work alone with confidence. 

· Be self-motivated and able to use your own initiative whilst recognising and working within the boundaries of the policies and procedures in place.  
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	1.   Skills and Abilities – Desirable

	· Be willing to embrace all training and professional developmental opportunities as a means of improving skills and knowledge and developing self
· Have knowledge of the differing care and support needs of older people and the life issues their face. 
	1/2
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	2.   Special Knowledge – Essential

	· An awareness of Health & Safety
· Complies with legal obligations and safety requirements of the role
	2/3

2/3
	2
2

	2.   Special Knowledge – Desirable

	· Understanding of Local government and how services work and are delivered to meet priorities
	1/2
	1

	3.   Experience – Essential

	· Some experience of working with older people in a paid or voluntary capacity
· 
	1/2
	2

	3.   Experience – Desirable

	· Some experience of responding to emergency situations
	1/2/3
	1

	4.   Other Requirements – Essential

	· Adapts to changing circumstances

· Accepts new ideas and change initiatives

· Full driving license with use of a car for work

· Due to the nature of this role, you must be physically fit to climb stairs

· Have the ability to understand and adhere to professional boundaries at all times

· Have good listening, verbal, written and reading skills to enable you to effectively maintain records & understand document and communication information with residents, your team, and others. 

· Willingness and flexibility to work outside normal hours as necessary

· To participate in the out of hours duty rota
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	4.   Other Requirements – Desirable

	· A good standard of Education preferably to GCSE level
	1
	2

	5.   Equality – Essential

	· Shows respect and sensitivity towards cultural and religious differences
· Non-judgemental and accepting of people’s rights to choose how they want to live
	2

2
	2
3

	5.   Equality – Desirable

	· 
	1/2/3
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Brentwood Borough Council, Town Hall, Ingrave Road, Brentwood, Essex CM15 8AY
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