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Job Description and Employee Specification 

Retirement Housing Officer
Enterprise & Communities


	Service: 

	Enterprise and Communities

	Division:
	Housing & Communities


	Job Title:
	Retirement Housing Officer


	Responsible to:
	Senior Retirement Housing Officer


	Grade
	NLC6


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

The Retirement Housing Officer reports directly to the Senior Retirement Housing Officer and is responsible for the delivery of an enhanced housing management and property maintenance service to tenants within older people’s housing.


	Main Duties and Responsibilities

Generic Duties: 

1.	Contribute to the implementation of Enterprise and Communities strategic business plans, to ensure the service is delivered effectively and performance optimised.   

2.	Comply with legislation and regulations, participate in audit and inspection work and actively support the development of services to meet future legislative and regulatory requirements and changes.  

3.	Respond to and review complaints/SPSO enquiries as required.

4.	Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service and promote a positive and enthusiastic culture based on partnership and team working.  

5.	Develop skills and experience by participating in the PRD process and attend training courses as required.  

6.	Ensure that information under your control is collated, processed, held and securely destroyed in accordance with the council’s Data Protection policy and legislative requirements. 

7.	Facilitate community capacity and engagement to ensure all members of the community are able to participate and contribute to the design and delivery of public services.  

8.	Participate in project teams following all relevant project management and risk management processes as required

9.	Ensure effective utilisation of financial resources and budgets under your control ensuring compliance with the council’s Financial Regulations and Contract Standing Orders.   

10.	Contribute to and support the work of council committees, sub-committees, partnership groups and working groups, representing the service as required and maintain a good working relationship with councillors, stakeholders and communities.  

11.	Comply with best practice in the field of adult and child protection through compliance with organisational policy and procedure and national standards and through promotion of the adult and child protection agenda.  

12.	Respond to emergency situations within Enterprise and Communities where appropriate and assist with other major incidents within the wider council, in conjunction with Emergency Planning. 

13.	Actively promote equality and diversity to ensure all employees of the council are treated fairly and services of the council are accessible to all people in North Lanarkshire.  

14.	Undertake such duties and responsibilities as may be required in terms of the Health and Safety Acts and related legislation, e.g. Health and Safety at Work Act, 1974.  

15.	Undertake such delegated duties as may be required by the council and the 
Chief Officer (Housing & Communities).  

Specific Tasks: 


1. To liaise with the Older People’s Housing Management Team to help provide a seamless information and advice service for prospective tenants.

1. Undertake settling in visits and provide advice on the conditions of tenancy and other Council services, ensuring all missives are properly concluded and housing benefit applications completed.

1. Provide advice and information in relation to succession of tenancy and process succession of tenancies in liaison with the area housing office.

1. Undertake pre-termination of tenancy visits, co-ordinating technical advice where required.

1. Monitor the conditions of gardens and common areas, taking action to rectify problems with individual tenants or employed contractors.

1. Check and process all applications for the Garden Assistance Scheme, in accordance with Council guidelines and liaise with contractor.

1. Liaise with environmental services in relation to cleansing and open space maintenance.

1. Work with tenants and tenants and residents groups to undertake tenant led inspections, estate walkabouts and progress actions required.

1. Daily management of Retirement Housing development(s) to ensure that they are maintained to a high standard of cleanliness and to ensure that the health and safety and the security of the development is monitored and maintained.

1. Provide information, advice and assistance to tenants on paying their rent and how to access welfare benefits and other income maximisation services.

1. Provide information, advice and assistance to tenants on dealing with neighbour disputes.

1. Encourage tenants and older people from the wider community to participate in social activities and opportunities within the development and in the local community.

1. To identify and implement opportunities to improve social interaction and reduce social isolation amongst tenants.

1. To provide information and sign post tenants to appropriate services when their care and support needs change. 

1. To liaise with the locality housing office when tenants require additional support to help them sustain their tenancy.

1. To liaise with property services on behalf of tenants to ensure repairs are carried out.

1. To provide a daily welfare call to tenants where requested.

1. To respond to emergency calls when alarms are activated and contact the appropriate responder for assistance.

1. To maintain accurate and up to date tenant records to help aid safe evacuation in the event of an emergency situation and provide relevant information to enable appropriate support from responders.

1. To contribute to wider policy agendas affecting older people and implement initiatives as requested to help improve outcomes for older people.

1. To contribute to the improvement and development of the older people’s housing service through participation on working groups or other improvement mechanisms.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Qualified to SVQ/NVQ level 2 in a relevant health, Social Care or housing discipline
· SVQ/NVQ level 2 joint Chartered Institute of Housing or Principles of Care Unit 
	X
	


X


	Verification/Application Form/Interview

	
	
	
	

	· S/NVQ level 3
· Training in Health & Safety
	
	X
X
	

	
	
	
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Moderate experience of working with the public/customers.  Preferably in the delivery of housing services.
· Experience of liaising/communicating with other agencies/services.
	X





X
	
	Application Form/Interview

	· Experience of delivery of housing services for older people.
· Experience of providing assistance and support in a housing services environment.
· Experience of multi-agency working to achieve specific outcomes for service users.
· Experience of providing advice and assistance to people to enable them to live independently and achieve positive outcomes.
	
	X


X



X




X


	

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Knowledge of housing management, legislation and issues affecting older people.
· Ability to maintain accurate records both in respect of health and safety and individual personal information.  Good communication, interpersonal skills and record keeping skills.
· Awareness and understanding of Health and Safety Policy.
· Ability to plan and schedule activities and work load.
	X



X







X


X
	
	Application Form/Interview

	· Knowledge of interagency working within a local authority setting.
· Knowledge of welfare rights/benefits system/income maximisation.
· Knowledge of health and wellbeing agenda.

	
	X


X



X
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Professional approach
· Good communicator
	X
X
	
	Application Form/Interview

	· Motivated
· Enthusiastic
· Approachable
	X
X
X
	
	

	
	
	
	

	OTHER
	
	
	

	· Satisfactory PVG scheme membership (Protected Adult) (application will be processed by the Council for successful candidates and must be attained prior to commencing employment)

	X
	
	Application Form/Interview
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