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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods and Housing

	POSITION NO: 	

	SECTION:

	Housing & Wellbeing –Sheltered Housing Service 

	GRADE:   4


	JOB TITLE:

	Sheltered Housing Support Worker

	DATE PREPARED: 26th January 2022

	EVALUATION DATE:
	4th March 2022
	JE NUMBER: NC1036


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
To provide a comprehensive floating support service for older and vulnerable people living in the Council’s stock of sheltered accommodation to enable them to maximise their independence in the community and remain in their own homes through advice, assistance and support. Responsible for the maintenance, security and health and safety standards of sheltered schemes and to assist in the promotion and development of Extra Care the service including supporting but not accountable or responsible for the induction and training of new and returning staff.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	To provide home visits, follow up support and an electronic contact service to sheltered housing tenants to give advice and support relating to accessing welfare benefits, social care and mental and physical health including assistance with form filling and personal correspondence as requested. Client information will be recorded and viewed on corporate management information systems e.g. Northgate and liquid logic.

	3.
	To undertake checks on premises to ensure that buildings and communal equipment/furnishings meet excellent standards of cleanliness, security and health and safety and to actively promote the use of communal facilities this includes but is not limited to; granting access to CCTV materials when required, fire safety checks, completing fire safety logs and reporting any defects and issues and escalating to team leaders if further action is necessary.

	4.
	Installation and maintenance of Lifeline and other assistive technology equipment including programming and connection and explaining its use to individuals and carers and liaison with suppliers and other installers.

	5.
	To assess the support needs of tenants and potential tenants to make recommendations on the frequency and type of contact and liaise with other services to respond to customers individual needs and aspirations, including those customers who have additional or complex needs. To be available to provide information to, and at times to lend practical support to the area housing team in carrying out their tenancy management responsibilities, this may on occasion involve attending multi agency meetings.

	6.
	To ensure all tenants are contacted in accordance with their agreed needs and that any services required are alerted, this may include emergency services, social care and health and may involve making appropriate referrals to other agencies. All contact must be recorded accurately and in a timely manner in the agreed format which may be paper based or electronic.

	7.
	To support the team leaders to promote the sheltered housing service, this includes but is not limited to explaining the sheltered service to potential tenants, meeting them on site during the accompanied viewing that is conducted by the allocations team and providing information about the scheme’s facilities, layout and social interaction opportunities as well as the support service that is provided.

	8.
	To ensure that service operation records are maintained and accurately updated within agreed timescales for example mileage forms and vehicle checks, health and safety reports and other such information which ensures the service is run efficiently and effectively 

	9.
	Liaise effectively with older people related services and housing services to respond to customers ’individual needs and aspirations and explore and promote opportunities of social interaction for residents living in and around the scheme.

	10.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

None

2.	Responsibility for Customers/Clients:

To ensure services are provided in accordance with all council standards, policies and procedures.
To provide assistance and information on the use and benefits of assistive technology.
To act as a contact according to the identified need of the service user and their carers / family members.
To assess the needs of customers in relation to the frequency and type of contact and the equipment required.
To undertake visits and provide support in accordance with the individuals support needs
To promote and safeguard the welfare of customers in accordance with the councils safeguarding policies and procedures  
To work flexibly in emergency situations whilst working in accordance with council policies and procedures 
Joint working with other older people services to meet the wider needs of customers.

3.	Responsibility for Budgets:

None

4.	Responsibility for Physical Resources:

Responsible for carrying out visual checks within sheltered schemes to ensure the maintenance, security and health and safety of schemes buildings and their equipment and furnishings and reporting any repairs or maintenance problems. 
Responsible for ensuring that any repair or maintenance problems are reported to Fleet Management and rectified. Responsible for safe use and transportation and storage of equipment in their possession e.g. laptops and mobile phones.
   

	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Homesearch, Housing Options, Area Housing Teams and Staff.


2.	With Any Other Council Areas

Liaison with other teams in the Service Area e.g. Customer Service Centres/Call Centres, Environmental Health, Adult Social Care, Benefits and Welfare Advice.

Liaising closely with Domestic Abuse Partnership (DAP) and the Neighbourhood Nuisance Team in Citysafe with regards to the installation and removal of equipment for their clients. 


3.	With External Bodies to the Council

Liaison with Health, Acute Hospitals, Mental Health Trust, Police Services, Probation Services, Fire Services. External providers e.g. Home Care Agencies, Residential and Nursing Homes, City Health Care Partnership, GPs. Voluntary agencies e.g. Age UK. Contractors e.g. Tunstall Telecare
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	


 


Specialist Housing and Support Manager 
Grade 12

 
Team Leader x 3 
Grade 8 



 

Sheltered Housing Support Worker 



Kingston Care Controller  x 9
Grade 4
 

Lifeline Support Worker x 7 
Grade 4 
 







	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	X
	
	
	
	


	On a daily basis the postholder will; drive a vehicle, carry out visits to tenants homes, walk around sheltered housing schemes, check tenants emergency alarm equipment which involves testing pull cords and pendants. Will regularly carry a laptop and customers paper files. 

May also install lifelines which involves plugging a lifeline unit into the tenants telephone phone socket. 

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	
	X
	
	


	Staff deliver services to people who may sometimes be living in poor conditions and on occasion with complex needs e.g. hoarding, substance use/abuse, behavioural issues and poor mental health.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	X
	
	
	The behaviour and environment in which staff work can result in emotional strain, although many tenants are fit and well others may be frail and ill and whilst not a regular occurrence, staff can be the first person to become aware of and/or discover a sudden death at home.





	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Appropriate NVQ2 qualification or equivalent 
	X
	
	AF

	
	Full Driving Licence
	X
	
	AF, CQ

	
	Literate and numerate
	X
	
	AF

	
	Current First Aid certificate 
	
	X
	AF, CQ

	2. 
	Relevant Experience:

	
	Previous experience such as having supported a vulnerable or frail adult
	X
	
	AF

	
	Working knowledge and use of Lifeline and other assistive technology
	
	X
	AF, I

	
	Previously worked in a caring/support environment
	
	X
	AF, I

	
	Experience of working as part of a team and also of working alone
	X
	
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults
	X
	
	AF, I, R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults
	X
	
	I, R

	
	The ability to maintain service user’s records in a range of formats including paper records and electronic records and to undertake general office and support tasks
	X
	
	AF

	
	Understand the needs of clients and carers
	X
	
	AF, I

	
	Provide support whilst taking account of risk in service users’ own homes
	
	X
	I

	
	To arrange and undertake routine evaluation of assistive technology solutions
	
	X
	I

	
	Can include significant travel within a geographical area
	
	
	I

	
	Able to take and make referrals and act as first point of enquiry for service users and their carers/family 
	X
	
	AF, I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults
	X
	
	AF

	
	An understanding of the needs and issues faced by vulnerable adults and of the services and support available to meet their needs. 
	
	X
	AF, I

	
	An awareness of the availability of and opportunities afforded by Technology Enabled Care solutions.
	
	X
	AF, I

	
	Commitment and motivation to continue to improve own and wider public knowledge and understanding of the benefits of older people’s housing services
	
	X
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults
	X
	
	AF

	
	Excellent communication skills
	X
	
	I

	
	Demonstrable ability to converse and communicate with elderly and other vulnerable people to respond in a caring, non-judgemental and sympathetic manner
	X
	
	AF, I

	
	Written Skills

	
	Ability to produce accurate, concise records which are comprehensive in scope
	X
	
	AF

	6.
	Other:
	
	
	

	
	Flexible to the needs of the service
	X
	
	I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 
ENHANCED – Adults workforce 
Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 

	X
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	X
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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