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Job Title:			Sheltered Housing Manager (SHM)

Primary Location:		Head OfficeJob Description


Reports to:			 Head of Operations 

Accountable to:		CEO

Job Profile:	To hold specific responsibility for all aspects of the sheltered housing operations.

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

1) To hold overall managerial responsibility for the cost-effective service delivery of the sheltered accommodation ensuring it is of the highest standards and legally compliant. 
2) To actively advertise and promote the sheltered accommodation with the aim of maximising occupancy and in pursuance of a zero voids policy. 
3) To promote independent living in accordance with individual residents’ abilities 
4) Ensure all services to residents are of a high-quality including meal home delivery and resident support services
5) To hold responsibility and be accountable for the service-related budgets in the area of sheltered accommodation.
6) To hold line management responsibility for all staff employed in the sheltered housing operation, to include recruitment, induction, supervision, training & development, welfare and disciplinary action as necessary.
7) To report any concerns regarding the safety of the schemes including the buildings, fixtures, fittings and equipment to the Property Managers and Head of Operations.
8) Ensure the timely delivery of the Operational Business Plan for sheltered housing as directed by the CEO in line with the overall GCT Strategic Plan 
9) To oversee resident admissions, transfers and manage any problems concerning residents.
10) To encourage resident participation, socialisation and engagement in the sheltered housing schemes 
11) To liaise closely with the Property Managers and Head of Operations to evidence compliance with all relevant Health & Safety legislation and other regulatory requirements.
12) To deal with urgent matters arising out of hours and attend if necessary


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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