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CHISLEHURST & SIDCUP HOUSING ASSOCIATION

JOB DESCRIPTION

DESIGNATION: 

Sheltered Housing Manager
RESPONSIBLE TO: 
Housing Services Manager

RESPONSIBLE FOR:
No Line management responsibility. 

PURPOSE:
To provide support and advice to tenants and to ensure a high level of general well being for all tenants within the sheltered scheme. To act as the first point of contact in dealing with any problems that may arise. 

KEY ACCOUNTABILITIES:

1. To support the Housing Services Manager in order to ensure that he/she can work to maximum effectiveness.

2. To be responsible for all health and safety matters affecting the scheme in accordance with the Association’s health and safety policies and procedures.

3. To notify the appropriate authorities and agencies in the event of emergencies e.g. doctors, next of kin, social services etc.

4. To liaise with statutory and voluntary agencies on the well being and needs of tenants. 

5. To act as first point of contact to all telephone and personal callers to the scheme.

6. To assist the Association in the implementation of tenant activities and the implementation of the Association’s tenant involvement strategies.

7. To provide advice and assistance to tenants on housing matters and welfare benefits advice.

8. To maintain comprehensive and up to date individual tenant records and support plans in accordance with Supporting People requirements.

9. Monitor tenants’ wellbeing and care packages to ensure appropriate support and outcomes.

10. To assist in the development of social activities and encourage links with other statutory and voluntary agencies such as Age Concern.
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11. To respond and investigate the reason for an alarm call from a tenant in a prompt and effective manner.

12. To assist the Association in the provision of effective public relations for and attend and assist in the organisation of PR/Training.  .

13. To be aware of and actively promote the Association’s policies in relation to Equality and Diversity. 
14. To carry out daily checks of the scheme either by visiting tenants or via the intercom system to ensure the well being of tenants.

15. To carry out daily inspections of the premises in order to check security at the scheme and investigate any signs of need amongst the tenants.

16. To achieve the duties set out above in an efficient, effective, confidential manner demonstrating discretion, with the minimum of supervision, drawing to the attention of the Housing Services Manager any difficulties or uncertainties that may be obstacles to performing duties.

17. To contribute to the development of any initiatives aimed at improving the level of service delivered by the Association or standard of accommodation/environment provided to its tenants.

18. In conjunction with the Housing Services Manager to attend, as necessary, tenant meetings in order to resolve issues and consult on any new developments or initiatives.

19. To act as the first point of contact for routine repairs on behalf of the tenant.

20. To assist the Housing Services Manager with housing management functions which include the following:

· The management and recovery of rent arrears

· The letting of voids/properties

· The signing up process for new tenants

· Visits to interview prospective applicants
21. To cover duties as Sheltered Housing Manager at other locations if required and as directed by a senior manager.
22. To carry out any other tasks, as directed by the Housing Manager that fall within the purview of the post.

23. To act at all times in accordance with all policies and procedures of the Association.


This job description describes the current duties and responsibilities of the post.  However, as the post evolves, gradual changes to the duties may occur.  Where substantial changes occur which either affect other post holders or the level of responsibility of the post, consultation will take place with the staff member. 
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