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Job Title:		            Independent Living Officer (Part-Time)

Primary Location:		Almshouses Job Description


Reports to:			Trust Housing Manager (THM)

Accountable to:		Head of Operations 

Job Profile:	To manage, on a day-to-day basis, the four sheltered housing schemes for older people operated by the Trust. To undertake defined tasks within categories of Housing Support, Tenancy Sustainment and Resident Engagement. All decisions pertaining to Housing Management and Tenancy Sustainment must be made in conjunction with, or by, the Trust Housing Manager

Key to all posts:	All Trust employees must ensure that residents and members are treated with dignity, respect and protected from neglect or abuse. All Trust employees must abide by the terms and conditions of their contract, the Trust’s Code of Conduct and this job description.

Job Specific Duties

Daily Housing Duties 
1) Maintain scheme records and complete daily reports of events and issues arising with property and surrounds. 
2) Complete needs and risk Assessment at initial application stage in conjunction with THM for all prospective residents to ensure GCT offer can adequately and safely meet individual needs and manage risks. Independent Living Officer’s may also be required to carry out home visits. 
3) Liaise with Accounts regarding rental matters and collection of WMC and other charges in a timely manner.
4) Complete a thorough and welcoming induction for all new residents, ensuring completion of the induction checklist.
5) Undertake daily observations of each site in relation to managed risks and hazards, liaising with Maintenance team in a timely response to identified issues.
6) Ensure Residents are signposted / referred to relevant support services. Monitor and record incidents and events necessitating external agency support e.g. Police, Social Services, GP and NOK that reflect significant changes in resident’s general well -being. Report and review issues with THM to monitor compliance with terms of Licence where revocation may be considered. 
7) Ensure the scheme is safe from hazards, undertake risk assessments of communal areas and assist with general safety arrangements in conjunction with the Maintenance Team and as directed by THM.
8) Encourage and enable residents to facilitate their own group activities and promote  opportunities for resident engagement encouraging feedback from residents about service delivery ensuring their voice is heard. . 
9) Liaise with the Call Centre re: resident absences, changes in personal details such as significant medication (where known) and contact information.
10) Undertake any other duties that can be accommodated within the post as requested by the Trust as designated. 
11) Ensure all relevant documentation is completed accurately and in a timely manner on a daily basis.  

Tenancy Sustainment (housing related support)
1) Provide a morning welfare call or visit to residents (as per chosen Support Level) and liaise with outside agencies where required.  Maintain records relating to residents’ medical conditions, personal information, contacts etc. in compliance with Data Protection Act and as directed by GCT Information Controller (CEO).
2) Assess Support Level from a Menu of Support options as directed by individual resident, explaining options for regular contact and welfare support and changing level in conjunction with resident’s stated preference and/or as necessary.
3) To respond immediately, when on duty, to any emergency alarm or call from a resident and take appropriate action. Maintain communications with Call Centre and named Resident contact (s) both before and after alerts and at first opportunity when handing over site to control Centre and colleagues.
4) Create a positive relationship with residents and assist in the development of a harmonious communal atmosphere by encouraging social interaction and opportunities for informal engagement between residents.
5) To act as a mediator to resolve disputes between Residents 
6) Report faults and repairs to the Maintenance Team, ensuring all persons are aware of any special requirements pertaining to a resident if entry to flat is required.
7) Maintain scheme security by daily health and safety checks of all sites and prompt reporting of breaches and repairs. Ensure residents are assisted to maintain their home by observation of their changing needs and timely reporting of repairs issues and any identified need for specific specialist equipment or adaptations.  
8) Provide friendly and emotional support to residents whilst maintaining professional boundaries at all times.
9) Participate in relevant training as identified through self-evaluation and supervision from Line Manager to ensure compliance with current care and support legislation and guidelines.
10) Promote equality and diversity best practice in all areas of work
11) Complete weekly tests of Care Call System to ensure its safe & reliable operation
12) Undertake any other duties that can be accommodated within the post as requested by the Trust as designated Tenancy Sustainment activities.  Ensuring THM daily instructions are followed and provide feedback on same.  

Other duties
1) Assist the THM in the development and expansion of Trust housing related services 
2) Attend any meetings with external agencies, health professionals and relatives requested by THM. 

Responsibilities applicable to all post holders across the Trust

You must:
1. Communicate with residents, club members, colleagues and all who in engage with the Trust in a polite and professional manner.
1. Work in a way that promotes and respects people’s privacy, dignity, choice and keeps them safe.
1. Communicate all concerns for resident / club member welfare as per policy.
1. All information relating to Residents, Members and/or the Trust must be used in accordance with Data Protection requirements.
1. Work as part of a team.
1. Take reasonable care for your health and safety and for that of others that may be affected by your acts or omissions.
1. Ensure that you are aware of your responsibilities and actions to take should a fire arise and in the event of a fire that you follow them.
1. Report any situation which may affect the safety or quality of the Trusts’ services.
1. Ensure you use Trust recording and reporting systems correctly.
1. Make full and proper use of any system of work provided by the Trust.
1. Use any equipment provided by the Trust in accordance with its purpose.
1. Attend any training deemed appropriate for your job title by the Trust.
1. Attend staff and other meetings as requested.
1. Adhere to all Trust policies and procedures.
1. Carry out, when asked, any duty that could reasonably be expected of you.

Please Note:
This Job Description is not meant to be definitive or restrictive and will be modified to meet the changing needs of the Trust.

GCT is committed to safeguarding and promoting the welfare of adults with care and support needs and expects all staff and volunteers are expected to share this commitment.

GCT operates a Safer Recruitment Process which is in line with the Health and Social Care Act 2008 and the Gloucestershire Safeguarding Adults Board guidance.
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