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Job Description

	1. POST DETAILS

	Service Area: Tenancy Services
	

	Division: Housing Services and Business Planning
	

	Post Number: Various
	

	Working Hours: 25
	

	Grade: 7
	

	Work Base: IRL Scheme

Fixed location

	

	Prepared/Agreed by: Daniel Lloyd and Donnalyn Dunn
	

	Date: December 2024
	



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to: Senior Independent Retirement Living Manager

	

	Deputising Responsibility: None

	

	Directly Supervises: Cleaner x1

	

	Indirectly Supervises: None
	



	3. JOB AIM AND PURPOSE

	To manage an IRL scheme, providing a safe and secure environment for residents whilst promoting independence and encouraging social engagement. Ensure buildings are safe and residents wellbeing is improved by promoting independence and social inclusion.



	4. MAIN OBJECTIVES  

	· Promote the health and wellbeing of all residents and ensure care and support plans are in place
· Ensure that all health and safety checks are completed at the scheme and that repairs and maintenance is carried out as required
· Monitor cleaning and provide line management to one cleaner
· Promote and deliver social activities for residents to improve wellbeing and to reduce social isolation
· Responsible for working with care providers and other stakeholders to promote independent living.


	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST

	Care and Support

	1) Undertake daily call-up (Mon to Fri) to relevant residents to check on their welfare, record this and visit any residents who fail to respond and ensure weekly contact with all residents with waivers.

2) Maintain accurate records, including contacts, NOK, support plans, medical records

3) Complete and keep under review support plans for all residents, includes assessing health and wellbeing needs, signposting and organising support needs and ensure the housing manager IT system is kept updated.

4) Liaison with Tenancy Support Officer, Social Prescribing Officer, Adult Social Care, Community Mental Health Team, GPs and other relevant professionals to take forward and put in place care, support and tenancy sustainment. Attend case conferences, safeguarding and multi-agency meetings Recognise the changing mobility of residents and undertake appropriate liaison with OTs and carers

5) Complete personalised fire risk assessments for all residents, keeping this under review, and put in place risk mitigation measures, to include liaison with Compliance Team

6) Work with tenancy managers for start and end of tenancy. Follow procedures when tenant dies/moves on. Undertake interviews with prospective residents to assess their suitability for IRL accommodation, to include reviewing care and support needs.  Interviews may be undertaken in schemes, civic centre or in the prospective resident’s home. Undertake viewings of void properties with prospective residents, including a tour of the scheme and individual properties. Complete tenancy sign ups with new residents and be responsible for suited and individual keys.


	Safeguarding

	7) Reporting of safeguarding issues to the multi-agency hub and relevant follow up, ensuring that all safeguarding cases are escalated for review to the Senior IRL Manger


	8) Use housing management systems for recording case notes and undertaking queries on rents, tenancies and housing repairs.


	9) Provide advice on tenancy issues, e.g. rent accounts and rent payments Provide advice and support with other tenancy issues, such as antisocial behaviour, condition of property and hoarding. Make relevant referrals for assistance and signpost as appropriate.

10) Assist in dealing with contractors that attend the scheme, providing access, raising repairs, monitoring ground maintenance works and other health and safety testing, e.g. Legionella testing and monitor heating and hot water systems. Rise any issues with the relevant team if contractors have not performed satisfactorily.

	
11) Undertake joint inspections with Fire Specialists and address any concerns raised as a results Maintenance of information for the fire safety information boxes Test pull cords, pendants, smoke alarms and heat sensors monthly within each flat Inspection of fire doors in each flat once per month, inspecting for damage and ensuring self-closing mechanisms are operational. Weekly health, safety and fire risk check of the building, completing any relevant forms to record this


	12) Consult with residents regarding issues impacting the scheme and promote opportunities for independence for residents. Encouraging residents to use facilities at day schemes, including promoting special events. Organisation of special events and days out at schemes such as national and religious fesitivals. To include booking of relevant resources. Organisation of ongoing/regular activities at schemes such as coffee mornings, bingo, darts, gardening clubs and organise resident meetings. Monitoring of food hygiene during events.

13) Supervise cleaning staff and monitor standard of work. Ensuring that cleaning staff receive relevant training, 121s and that they comply with health and safety requirements Responsibility for administering any HR policies in relation to performance, behaviour and/or attendance. Any policy and procedures.


	General

	
14) Record accidents or incidents, including near miss. Provide fist aid response at the scheme and comply with lone working arrangements.

	

	15) Undertake manual handling as required

16) To be familiar with and comply with corporate and local Safeguarding policies and procedures

17) To support the response of the Council in the event of a borough emergency. Provide support at Rest Centres in the event of a borough emergency




	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.



The delivery of this job description should be read in conjunction with the council’s competency framework. 







Person Specification
Please indicate whether the criteria are assessed against the application form, interview or assessment by using the letter indicated in the columns to the right.

	
	
Method of Assessment

	
	Essential (E) or Desirable (D)
	Application Form (AF)
	Interview (I)/ Assessment (A)

	Knowledge

	
	
	


	
	
	
	

	Knowledge of issues affecting older people
	E
	AF
	IA

	
Knowledge of safeguarding adults

Knowledge of GDPR requirements



	
E

E
	
AF

AF
	
IA

IA

	Skills and Experience
	
	
	

	
	
	
	

	Experience of working with older people
	E
	AF
	IA

	
	
	
	

	Experience of working with a range of  organisations in public and private sector in providing services including Social Services

	E
	AF



	IA

	Handling of sensitive data

Experience of liaising with community professionals, relatives and members of the public 

Experience of working within the Independent Retirement Living (Sheltered Housing) sector

Experience of providing social and recreational services for older people

Experience of having responsibility for the management of a building(s)

Ability to work as part of a team as well as working on own initiative 

Good verbal and written communication skills

Competent in the use of computers, with a good level of knowledge of Microsoft Office software

Ability to manage multiple tasks and work to deadlines

Decisive in dealing with problems and reaching outcomes and in making decisions


	E

D


D


D


D


E


E

E


E

E
	AF

AF


AF


AF


AF


AF


AF

AF


AF

AF
	IA

IA


IA


IA


IA


IA


IA

IA


IA

IA

	Training and Qualifications

	
	
	

	GCSE grade c or equivalent  in Maths and English
	E
	AF
	IA

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other Requirements

Access to own car and with a clean driving licence

Prepared to be included on the on-call rota to Council’s Independent Retirement Living Schemes at night and including weekends and some bank holidays

Living in or within reasonable travelling distance to Runnymede to be able to respond to out of hours calls

Able to attend during civil emergencies.


	

D

E



E


E
	

AF

AF



AF


AF
	

IA

IA



IA


IA
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