RUNNYMEDE BOROUGH COUNCIL

JOB DESCRIPTION
	1.
	POST DETAILS

	

	
	Department
: Housing & Community Services
	Post Title
: Community Alarm Installer


	
	Division
: Community Services
	Post No. 
: E1232 & E1234


	
	Section
: Community Alarms
	Working Hours
:  22 & 29.5


	
	Grade
: 7

	Work Base
: Camberley and Surrey Heath
       

	
	Prepared/Agreed by : Community Services Operations Manager                 


	Date                   : April 2023


	M
	ORGANISATIONAL RELATIONSHIPS


	

	
	Reports to : Operations Manager
Deputising Responsibility:  None

	Directly Supervises : None

Indirectly Supervises : None



	3.
	RESPONSIBILITIES FOR RESOURCES


	

	
	Alarm, Telecare and GPS equipment removed from office store or clients homes.  Car stock will include computer, mobile phone and programming equipment.


	4.
	JOB PURPOSE / OBJECTIVES

i) To visit clients in their homes and assess their needs in relation to Telecare.

ii) To install equipment or recommend the appropriate level of support required.

iii) To maintain the appropriate records pertaining to all services.

iv) To provide emergency repair cover on a rota basis.
v) To provide administrative & office cover to the Community Services Office.

vi) To work in accordance with best practice in providing the Community Alarm and Telecare services.
vii) Liaise with external agencies regarding client welfare.

viii) Assist in the digital refresh programme 

ix) Learn and keep up to date with new technologies



	5.
	MAIN DUTIES OF THE POST


	FREQUENCY

(daily, weekly, monthly, annually, etc) 



	
	Office Based:

i) To deal with enquiries from present and potential clients regarding the provision of Community Alarm and other services
ii) To advise clients, next of kin and professionals of other Telecare options available to provide additional support and assistance to residents in their own home

iii) To ensure all client details are recorded in the appropriate, accurate manner.
iv) To ensure the necessary people and sections are informed of any new clients or changes in circumstances for existing clients.
v) To organise regular reviews and home visits for existing clients.

vi) To ensure that the Jontek Answerlink database system is kept up to date at all time, with all relevant and necessary information updated upon receipt.

vii) To monitor & maintain stock levels & to be aware of products that are available.

viii) To liaise with external suppliers & internal departments to resolve technical or operational difficulties.

ix) To be innovative in day to day working, seeking ways in which to improve the services on offer.

x) To maintain equipment upon return to enable reissue of equipment to other clients

	Daily

Daily
Daily

Daily

Daily

Daily

Weekly

Weekly

Daily

Weekly



	
	Home Visits:

i) To visit clients in their own homes to:

· advise of any pre-installation works required for Careline

· identify the possible need for Telecare equipment and to discuss working processes and benefits to the client

· demonstrate/install Community Alarm services
· check equipment

· assess service eligibility

· ensure contact details are up to date

· make them aware of other services offered by Runnymede Borough Council/Voluntary Sector

· undertake a welfare assessment of the individual & their home environment, recording the observations and identifying risk
· ensure the equipment is fit for purpose and meeting the needs of the client


	Daily



	
	
	

	
	Additional:

i) To liaise with families and external agencies, both statutory & voluntary, regarding client welfare.

ii) To liaise with stakeholders to develop partnership opportunities
iii) To provide clients with advice relating to Health & Safety.

iv) To promote & advertise the Community Services offered by Runnymede Borough Council.

v) To be part of a rota  providing  out of hours breakdown cover for the Community Alarm service.
vi) To be prepared to undertake training as appropriate.
vii) To assist in the provision of an Emergency Rest Centre, in the event of a Civil Emergency. 
viii) To provide support in neighbouring Borough’s and other partners Community Alarm services 

	Weekly

As required

Weekly

Monthly

Monthly

As required

As required

Ad hoc


	The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised Job Description and, where appropriate, result in a re-evaluation of the grade of the post. 
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