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BASIC DETAILS

	
Job Title:
Location:
Salary:
Responsible To:
	
Support Coordinator
Leeds
£27,795.37 plus Essential Car Allowance based on the emissions of your vehicle 
Area Manager



REPORTING STRUCTURE

See organisation chart for the Housing Team


MAIN PURPOSE

	
Participates and promotes continued independence and well-being of customers living in Leeds Federated Housing’s older persons’ accommodation. 







Specific Accountabilities and Performance Standards

	
	Key Accountabilities
	Minimum Performance Standards

	1
	Undertake the day-to-day running of Leeds Federated’s sheltered independent living schemes.


	· Ensure the well-being of customers.
· Maintain regular contact with customers to monitor their well-being.
· Undertake regular visits to customers most at risk. 
· Promote and maintain service standards.
· Maintain service and scheme documents and records. 
· Promptly and accurately report problems and concerns.
· Perform regular equipment tests as required.
· Respond to tenant enquiries and information requests.
· Maintain Health and Safety Records for sheltered independent living schemes.
· Provide services at other Leeds Federated sheltered independent living schemes as necessary to meet service requirements. 
· Work with the Housing Team to ensure services provided meet the needs of customers.

	2
	Contribute to premises and scheme management.
	· Work in partnership with Leeds Federated service teams.
· Work with Area Manager and Neighbourhood Officer to identify suitable customers for empty homes on the scheme.
· Carry out viewings on empty homes.
· Assist to minimise empty homes and the duration they remain empty.
· Publicise and promote Leeds Federated’s sheltered independent living homes.
· Monitor standard of premises cleaning, gardening, and other contracted services.

	3
	Ensure good service delivery to customers.
	· Follow relevant procedures in the performance of duties.
· Communicate change effectively and positively to customers.
· Contribute to service development plans and initiatives.
· Liaise directly with internal and external service suppliers to resolve problems in conjunction with and on behalf of customers.
· Respond to emergencies as required.
· Is aware of role and resources of other agencies and able to liaise and signpost appropriately.
· Promote fair and inclusive treatment to all groups in contact with the service.

	4
	Carries out basic administration duties
	· Supports customers with queries regarding rent payments, benefits and repairs.
· Administrates the concessionary TV license for the schemes 

	5
	Liaison and networking
	· Liaise as necessary with family, friends and neighbours. 
· Liaise promptly and effectively with all internal customers.
· Promote participation in social activities that may be scheme based, community based or organisation based.
· Contact and liaise with relatives and services in the event of accident, illness or death.
· Play a co-ordinating role in the provision of care and support services within the scheme to enhance customer independence.
· Make and maintain contact with relevant services local to the schemes such as PCSO’s and community organisations

	6
	Uses communication and IT equipment
	· Has basic keyboard skills, and is able to use MS Office including email. 
· Able to use the in house housing management system as required.

	7
	Corporate Role
	· To consistently meet the organisations strengths in your day to day work
· To work within the organisation’s Health and Safety policies and procedures taking personal responsibility for your own wellbeing
· To work within the VFM policy and consider wider business sense in all aspects of your role
· Provide and maintain excellent standards of customer care in accordance with the organisation’s Customer service and Equality and Diversity policies
· To work within the culture and values of the organisation and positively promote the reputation of Leeds Federated at external events and meetings
· To be responsible for your own learning and development, participate actively in identified training and engage with the performance management system
· Communicate effectively and work productively with all colleagues




	No job description can be entirely comprehensive and the job holder will be expected to carry out such other duties as may be required from time to time and are broadly consistent with the job description and status of the post within the organisation.




	
	
	


Leeds Federated Housing Association

Person Specification

	Support Coordinator 

	Attributes
	Description
	ESSENTIAL
	DESIRABLE

	
Knowledge and Experience

	Past experience of sheltered housing and/or care and supported housing service delivery, working directly with older people.
	
	    

	
	Knowledge of housing law and State/Welfare benefit entitlement.
	
	

	
	Knowledge of national mental health developments and services
	
	    

	
	Experience of carrying out administrative tasks to a high level of accuracy and quality
	
	

	
	Knowledge of safeguarding vulnerable adults
	
	

	Skills and Abilities
	Meets the organisations strengths *  
	
	

	
	Able to meet individual and job specific targets as set by line manager
	
	

	
	Able to build and maintain positive working relationships with colleagues and other agencies
	
	

	
	Able to demonstrate the ability to work with customers on a consistent and enabling basis
	
	

	
	Ability to identify individual needs and to access other support services and networks as required.
	
	

	
	Ability to manage own case load effectively 
	
	

	
	Able to work on own initiative.
	
	

	Qualifications

	Educated to GCSE level and evidence of Further Education/training qualifications for similar role
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