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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Independent Living Officer

	GRADE:
	SCP 26-29

	POST NUMBER:
	6622A

	RESPONSIBLE TO

	Lead Specialist – Independent Living

	JOB SUMMARY:

	To provide housing support and intensive housing management services to a wide range of tenants, ensuring that they can continue to live independently in their homes and can play as full and active a role in their community as they wish. The role includes management of premises and related staff (e.g. housekeeper) You will be expected to manage low-level rent arrears and any low level anti-social behaviour/nuisance within the independent living scheme with the guidance of the Lead Specialist – Independent Living. You will need to be able to drive and have access to a vehicle & be able to travel around the borough. Computer skills are essential. 

	ROLE REQUIREMENTS:
	

	1.
	To provide housing support and management services to a wide range of tenants in all Dahlia independent living schemes. To manage all aspects of particular Dahlia schemes in a given geographical area or ‘patch’, including monitoring and promoting security through the use of alarm and door entry systems; carrying out accompanied viewings for new tenants; managing the premises including systems for heating, fire alarms, laundry etc. and reporting any faults as necessary as well as routine preventative maintenance. Completion of Dahlia housing assessments of potential Tenants. 

	2.
	Welcome and train new members of staff. Assisting the Lead Specialsist – Independent Living to induct new members of staff to the standard in full accordance with council’s policies and procedures.  

	3.
	To converse with internal contacts such as Repairs, benefits, finance department & Parking Highways and transportation along with external contacts, GP’s, Social services, utility services to name but a few. 

	4.
	To provide Dahlia housing management to a wide range of tenants of the Borough in full accordance with council’s policies and procedures.

	5.
	To have an understanding of relevant housing legislation including but not limited to the Housing Act 1985 and the Social Housing Regulatory Act 2022.  To be able to complete relevant  housing forms such as Notice to Vacates and termination of tenancies.

	6.
	To assist tenants in Dahlia schemes in managing their finances; including the provision of welfare benefits advice including Universal Credit and assistance in completing relevant claim forms; offering advice and assistance to tenants with regard rent payments and dealing with any arrears issues up to requirement for notice of seeking possession. Advice & signpost Tenants to debt management. Assist Tenants within the scheme to manage social scheme monies, plan activities and social events. To oversee audits are carried out on social scheme monies. 

	7.
	To manage and compile a monthly news letter for all tenants in your scheme to provide them with useful information and news.

	8.
	The post-holder will have input to maintain relevant ABC policies and procedures to ensure they are contractually compliant, meet the highest standards and deliver locally what tenants want and need.

	9.
	To assist a wide range of residents of the schemes on the ‘patch’ to ensure that they can continue to live independently and play a full part in their community. This is to include the ability to make professional referrals to and liaise with other relevant agencies as necessary to ensure that necessary care, advice and specialist support are provided to assist tenants to maintain their independence.  

	10.
	To fully participate in an on call Rota arrangements if needed to ensure that the service can be maintained in the event of a scheme-wide emergency outside of normal hours. 

	11.
	To maintain up to date Tenant input forms,as this will form the basis of the service we provide to the individual.  

	12.
	To make contact with every resident within the ‘patch’ in accordance with that resident’s input formsand to coordinate any necessary support required from other agencies/services as a result of that visit, discussion etc.  


	13.
	In the case of tenant disputes or complaints you would be expected to seek resolution via mediation or external intervention and adhere to the current Council ASB Policy.  For more serious anti-social behaviour you will support the Lead Specialist for the Independent Living Schemes to create an ASB case file and support further investigations.

	14.
	To arrange for any necessary support or assistance in the event of an emergency affecting any tenant(s) (e.g. medical). In the case of a tenants death in their home, follow correct reporting procedure when the death has been confirmed by the appropriate agency.

	15.
	To work professionally and closely with other agencies in support of the best well-being of the Tenant.  This may involve close partnership working with Community Mental Health Team, Kent Social Services and Kent Police.  

	16.
	To assist tenants in ensuring that they lead as full and active life as possible through active participation in social events, physical activity etc. – having regards and respect for the wishes of each individual, as well as respecting their individual ethnic and cultural needs/wishes

As far as possible residents should be encouraged to run such activities, including the financial aspects, themselves

	17.
	To manage and co-ordinate the routine working of Dahlia Scheme Housekeepers and contract cleaners, ensuring each scheme is kept clean and tidy, and all aspects of health and safety affecting Tenants and visitors are observed. Also to ensure that necessary supplies are provided for the Housekeeper, and that budget spend on supplies is adhered to. The post holder will be expected to directly line manage the schemes house keepers and carry regular 121s and the annual and 6 monthly appraisals.  You will also be expected to oversee any works being carried out at your designated scheme by the Handy person.

	18.
	To coordinate other council staff involved in delivering services that intend to maintain Tenants independence and peace of mind. This will involve being the first point of contact for contractors who may be carrying out scheme improvements and repairs.  The post holder will be expected to carry out regular scheme inspections to identify repairs issues, grounds maintenance quality assessment, hazards and any other relevant issues. Health and safety of tenants and staff will be paramount within this.


	19.
	To ensure detailed, up to date records on standard forms are confidentially maintained in accordance with GDPR for every resident to assist in the event of an emergency. All such records are to be copied to the community alarm system providers for their records for similar purposes; and records must be secure but readily accessible to authorised colleagues in the event of an emergency.

	20.
	To liaise with the Lead Specialist – Independent Living to ensure that the smooth management of the service can continue, including any issues associated with the community alarm service. Every tenant within the ‘patch’ is to have their alarm equipment routinely and regularly tested, with records kept of the checks made.

	21.
	To work with the Lead Specialist – Indepdenent Living in the preparation and spend of relevant budgets for equipment and maintenance of the schemes.  This will involve basic management of an annual budget for tenant led requests to enhance or improve certain parts of the scheme. 

	22.
	To fully participate in all aspects of the proposed remodeling programme of the schemes, including liaison and consultation with tenants and their families.  This will require the post holder to lead with the decanting of any tenants with the support of the Lead Specialist – Independent Living and the Neighbourhood Services Manager.

	23.
	To maintain a record of any specific incidents on the relevant Council reporting systems, including events, times and actions taken. This includes recording any bookings taken for the Schemes Guest room, and any money received for its use.

	24.
	To provide cover and support as necessary with regard to the other related functions of the Neighbourhood Management Team within the Housing Management section to ensure high standards of service are maintained and that our obligations to all tenants with or without Independent living profiles are delivered.

	25.
	To complete any records as requested by the Housing Operations Manager. Neighbourhood Services Manager and the Lead Specialist – Independent Living in the standard format, to comply with such data as may be required by ABC or other parties.


	26.
	Manage low level rent arrears up to Notice of Seeking Possession level; understand welfare reform and universal credit; understand the current rent arrears policy and procedure.  Address any rent account issues that arise from rent arrears audits.

	27.
	To carry out schedule inspection of schemes.  This will include identifying and reporting communal repairs defects, grounds maintenance and fly-tipping.

	28.
	Promote tenant engagement, and tenant led social groups within the scheme.  Understand the tenant participation strategy and be guided by this strategy.  Co-ordinate community events within the schemes that may involve local schools and residents from outside the scheme.

	29.
	Post holder to be first aid trained throughout duration of employment.

	30.
	Have a sound understanding of safeguarding and how it affects everyone and the implications of not adhering to the Council’s safe guarding policy; complete level 2 safeguarding training; make safeguarding referrals and report to the Lead Specialist for the Independent Living Schemes who will record the referral on the relevant system.

	31.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	32.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	33.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	34.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	35.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
This post has regular contact with vulnerable adults and will be subject to the Council’s Policy on the Protection of Vulnerable adults.

The post holder must maintain at all times a satisfactory enhanced with adult report from the Disclosure and Barring Service.
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PERSON SPECIFICATION
	JOB TITLE:
	Independent Living Officer

	POST NUMBER:
	6622A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Good literacy and numeracy.

Computer literature.

Full driving license
	National Sheltered Housing qualification or equivalent. Past attendance on courses specializing in issues relevant to the older and vulnerable tenants.

	EXPERIENCE
	Extensive experience of dealing with the older and vulnerable people.
	Previous experience in a similar role. 

	SKILLS & KNOWLEDGE
	Good understanding of the various frailties affecting the older & vulnerable tenant.
	Past experience of managing a similar schemes and alarm systems associated with Dahlia units

	OTHER REQUIREMENTS
	Caring and supportive, sympathetic to client group

Pragmatic, good organizer, able to deal calmly with difficult, emergency situations

To be able to work both independently using own initiative as well as being part of a team
	Good communicator with other staff and a wide range of different agencies



	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  A satisfactory report from the Disclosure and Barring Service





	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






