Values and Behaviours
Job Description

Job Title:		Independent Living Team Leader		

Pay Grade:		W4 	
Directorate:		People and Communities	

Team:			Living Well

Reporting to:	Living Well Manager (Resettlement, Extra Care and
Independent Living)	

Responsible for: 	Independent Living Support Officer 

Job Purpose:
To manage a team of officers who support tenants in extra care and sheltered accommodation with the purpose of providing support for the elderly, disabled and vulnerable to live independently and confidently within the borough of Woking. 

You will ensure that the care and social needs of all tenants and visitors from the local community are met and that an inclusive, welcoming and pleasant environment is created in the schemes. You will assist with the leading, management and development of the team and ensuring an effective service is offered as well as undertaking positive and effective communications with next of kin, our onsite care agency and external representatives such as health practitioners, activity providers and volunteers. 

To manage the teams who manage and support tenants in sheltered and family dwellings as well as an extra care scheme including the installing and maintaining telecare equipment and providing tenancy sustainment support to borough tenants. You will bring the two teams together as one.  Form strong links with all partners, agencies, voluntary, community and faith sectors to ensure a holistic service provision especially involving social care and health agencies. Coordinate support for the residents and sign posting with other agencies and the voluntary sector.  Engage with clients and residents and support the team in providing a holistic service.

Main Tasks:
1. To be the lead officer for day-to-day operations of your Extra Care scheme.
2. To be responsible for the delivery of the extra care scheme in its entirety, and in so doing ensure that all service delivery is customer focused, quality driven, safe (including risk assessment and management of high-risk areas of the service) and seeks to achieve continuous improvement.
3. To manage the Independent Living team who provide regular visits and support services to tenants to help them live independently at home.
4. To be responsible for the support provided to our tenants in the sheltered schemes and those receiving community support ensuring they have access to all services to enable them to live independently.
5. To ensure the smooth running of sheltered schemes and those tenants requiring additional support ensuring at all times that our tenants and visitors feel valued and respected.
6. To maintain a planned programme of visits to borough tenants and ensure equipment is in good working order and replaced as necessary ensuring all records are maintained accurately.
7. To work with the staff team to plan, promote and manage a varied and comprehensive programme of activities, events and trips for the tenants.
8. To have good relations with the telecare call centre team and deal with operational and day to day queries required.
9. To recruit, manage and motivate the volunteers to enhance the services offered for our residents.
10. To work with volunteers to raise funds and organise special events for the enjoyment of all scheme users.
11. To work in conjunction with Health and Social Services staff to monitor and support residents and enable them to maintain their independence.
12. To assist with the selection process to determine prospective residents for housing schemes.
13. To be responsible for Health and Safety, within the extra care scheme, and in relation to all aspects of service provision at Extra Care including weekly fire alarm, relevant risk assessments, daily checks and up to date building and resident information.
14. To be responsible for the security of the extra care premises, and to ensure that the general upkeep and maintenance of the fabric of the building, its contents and the grounds are undertaken.   
15. Be responsible for undertaking all general risk assessments where required.
16. Work closely with housing colleagues to ensure tenancies are maintained. 
17. To keep up to date with day care, health and wellbeing related information, best practise and legislation, adapting projects/initiates to reflect any changes.
18. Ensure all procedures are timely and accurately documented in SharePoint as appropriate and performance is managed within the team, all in line with GDPR requirements.
19. To ensure that accurate records and statistics are kept, income and expenditure are monitored, and all other administrative tasks are prioritised and delivered promptly and regularly. 
20. To ensure the schemes promote an inclusive family feeling within our schemes and be responsible for customer/tenant satisfaction surveys and evaluate and monitor outcomes.
21. Ensure the teams provide a range of services to residents and clients such as assistance with benefit claims and low level housing management.
22. Ensure tenants are regularly visited and needs reviewed. To monitor the health and well-being of individuals, encourage independence and co-ordinate their care and support services as appropriate.  
23. To provide enhanced support to individuals and provide cover within the team to maintain support to others on an ongoing basis.
24. Ensure a weekly newsletter is produced for residents and NOK in extra care and build an enthusiastic environment that all want to be part of. 
25. Ensure we have a presence on social media and liaise with the marketing team about relevant campaigns.
26. Create a relationship with the local community to build awareness of the scheme and create a bank of skills that can be called upon for volunteering, events, and services.
27. Actively identify and support unpaid carers of tenants in our services. 
28. Promoting and supporting all areas of Dementia to create a Dementia friendly environment.
29. Ensure the falls responder service is provided in extra care in accordance with procedures. 
30. Respond to emergency alarm calls when on duty (and in extreme cases when off duty to) and summon help from other agencies as necessary.
31. To be aware of any safeguarding implications and report any concerns appropriately through recognised channels.
32. To bring complex issues concerning individual residents to the notice of the Living Well Manager.

People Management: 
· To be responsible for staff recruitment, appraisals, training, and support.
· To manage the team to deliver the best possible service including annual PDR’s, monthly 1 to 1 meeting, team meetings as well as training and development.



Financial Responsibility: 
· Be responsible for all financial administrative functions required by the teams including daily and weekly cashing up in accordance with policy and standing orders.
· To look to increase clients accessing our services and maximise income generation.

Service Management: N/A

Other Responsibilities:
· To assist with the production of marketing information and promotional events including updating the Council web pages.
· To give guidance to customers on how to live independently at home and deal sensitively and sympathetically with individuals and groups from a wide range of backgrounds, disabilities and cultures.
· Attendance at meetings as required and potential to undertake writing of minutes.  Occasional attendance at evening meeting may be required.
· To work with the wider Living Well team and have an understanding or each function and actively promote through the teams a holistic service for residents and clients alike.
· To provide monthly performance management information as required and ensure continuous improvement.
· Attend training courses as required to further self-development.
· Assist in the delivery of priorities of the Health & Wellbeing Strategy. 
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.



Person Specification
 
	 Criteria
	 Standard
	E/D
	Measure

	Education & training
	· Minimum A-level standard education.
· Degree or NVQ level 3/4 or be willing to undertake this.
· First Aid (3 day course)
· Food hygiene level 1 & 2
	E
D

D
D
	A
A

A
A

	Experience
	· Experience of working in an extra care / independent living / care home / sheltered environment for a minimum of 2 years.
· Knowledge of the roles and   responsibilities of other agencies.
· Experience of supervising staff and volunteers. 
· Experience of working in a multi-disciplined environment.
· Cash handling, invoicing.
· Strong IT Skills including good use and knowledge of all Microsoft Office products.
· Good written and verbal communication skills.
· Good organisational skills.
· Team Leadership skills.
· Practical caring skills.
· Flexible and adaptable.
· Proven ability to manage multiple tasks and work to deadlines.
· Ability to co-operate and contribute constructively in a team and work on own initiative.
	E


E

E

E

    E
    E

    E
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E
E

E
E
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A/I
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A

A
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	Special Requirements
	· Full driving licence and own transport.
· Available to work outside office hours to meet service requirements. May include evening meeting/activity and occasional weekend.
· 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.
	E
E



E


E
	A/I
I



I


I



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



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?


	Yes

	Disclosure and Barring Service check required and level

	Yes 
Enhanced

	Is this a Politically Restricted Post?

	No

	Does this role have emergency responsibilities?

	No
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	[bookmark: _Hlk221118842]Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.
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