North Northamptonshire Council – Job Description

	Support Services Team Leader 



	Service Area:           Housing, Landlord Services, Supported Housing   


	Reports To:              Support Services Manager


	Responsible For:     Effective Support Services


	Scale:          SO1                                                Post Number: 332017786




Overall Job Purpose:

The purpose of the post is to ensure support services are effectively delivered to residents living in accommodation specifically let to older persons.   You will responsible for maintaining the highest standard of customer care  and support offered to occupiers living in sheltered housing  and homes linked to our emergency alarm services throughout the town.

Under the direction of the Support Services Manager, the post holder will manage up a team of Mobile Support Workers, Elderly Support Assistants and Scheme Cleaners.   

The post is part of the Landlord Services Management Team and the post holder will deputise for the Support Services Manager in matters relating to this post.


Main Duties and Responsibilities:

(This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list)

Older Persons Support Services 
The post holder is expected to:

Deliver effective support and management services to current residents and living within sheltered housing schemes and homes the community.

Ensure Risk Assessments and Support Plans  are completed and monitored.

Define and raise awareness of service limitations and user expectations. 

Ensure where necessary residents are assisted to claim all welfare benefits to maximise entitlement. 

Review support plans with team members to ensure needs are quickly identified and addressed  to promote successful independent living.

Be responsible for facilitating the right kind of support to ensure residents of the service develop domestic skills, life skills, social skills, and behaviour management skills where appropriate to sustain a tenancy and home. 

Ensure effective cleaning, property management, security and maintenance of the sheltered accommodation including the physical condition of the shared areas and communal rooms.

Maintain high standards of health and safety for residents, visitors and staff as appropriate, ensuring fire alarm tests are undertaken, escape routes are routinely  checked, and  Fire Risk outcomes are addressed.
Work closely with Team members operating the  customer contact and out of hours service, deputising to cover the business needs as required.   

Customer  Service, Contact and Involvement

The post holder is expected to:

Deliver first class customer services to all residents. 

Regularly review services to ensure they meet both the councils and customers expectations.
Respond to customer enquiries and complaints including Elected Member, MP and Ombudsman enquiries.  

Ensure that residents of sheltered housing are given the same opportunities for participation as other tenants and that they are actively involved in monitoring and developing the service.

Service Improvement and Performance Management 

The post holder is expected to:

Ensure effective policies and procedures are in place for all aspects of the service. This will include refreshing reviewing and writing new documentation, implementing new working practices and monitoring their effectiveness. 

Regularly monitor review and create performance management information analysing trends and addressing areas of weakness.  

Administration and Finance  

The post holder  is expected to:

Ensure accurate records and case notes are made.
Keep staff files updated and securely stored at all times. 
Make the best use of human, financial and other available resources, applying Council Regulations, Standing Orders, Financial Regulations and guidelines as required. 

Staff Management

The post holder is expected to:

To be an effective team leader for staff employed to deliver support services to older people. 

Hold regular staff meetings ensuring service objectives are met and communication is effective.

Co-ordinate, activate, source or deliver training and development opportunities to the team to fulfil their potential.  

Assist the Support Services Manager in recruitment exercises and deal with employee issues including disciplinary and capability concerns.
Undertake a range of staff management responsibilities including EDS, staff motivation and team building, 1-1 support meetings and absence management.

Authorise  timesheet, overtime, mileage or  claims for payment within the service areas responsibilities in the absence of the Support services Manager 
Miscellaneous

The post holder is expected know/note that:
The post grade reflects any requirements for Ad Hoc overtime to ensure the service runs effectively and  for attendance at meetings outside normal working hours.

The post holder must possess a full current UK driving licence as there is a requirement to provide a car for official business (for which a casual car user allowance is payable) or drive a council owned fleet vehicle. 

The post holder must be flexible to ensure the operational needs of the department are met. This includes undertaking duties of a similar nature and deemed broadly consistent with the job description and level of the post. Post holders should note it is the practice of this Authority to periodically examine job descriptions, update them, and ensure they relate to the job performed which may result in proposed changes being made.

The nature of the role requires the post holder to be  flexible and contactable outside normal working hours for the purpose of advice and support for Alarm Centre staff and the organising of staff cover to ensure the Alarm Centre  and on call services are not affected. 
The post Holder will undertake on call duties on a rotational basis  for which a monthly premium is payable 

Additional Information / Local Agreements attached to this post

· Post holder may be asked to take part in call out duties

· Post holder must be willing to attend evening meetings as and when required

· Post holder must be willing to travel

· Post is subject to DBS clearance  

· The post holder will normally work 37 hours per week,
            but may be required to work flexible hours  during periods of  sickness
            and leave to ensure that on site cover is sustained.
· The post holder is required to respond quickly to emergencies outside 
      normal working hours when necessary.


I have read and understood the job description and sign to accept the above terms and conditions of employment.

Employee Signature





Date:
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