
INDEPENDENT HOUSING OPPORTUNITIES (TANDRIDGE) (IHOT)

JOB DESCRIPTION and PERSON SPECIFICATION
Designation:
Supported Housing Manager 

Responsible to:
IHOT Board (Chair)
Responsible for:
2 x Supported Housing Officers (part-time/job share) (SHOs)
OBJECTIVES

1.
To ensure IHOT provides the highest quality supported housing service and all necessary support to residents living in Diana Francis House (DFH) and any ‘outreach’ support as residents move on from DFH (IHOT’s clients).
2.
To ensure IHOT complies with all necessary legal, regulatory and contractual requirements and good practice in delivering its service(s).
KEY TASKS

Staff Management and Reporting
· Support and manage the SHOs to ensure IHOT delivers a consistent and high-quality service to its clients through active and regular support and supervision.

· Develop systems and procedures the SHOs use to ensure IHOT meets its legislative, regulatory and contractual requirements, with particular reference to meeting deadlines in a timely manner.

· Monitor compliance with (and refine as necessary) the above systems and procedures to ensure they are efficient and effective, reflecting the needs and conditions of IHOT’s clients.
· Manage the SHOs in terms of hours worked (coverage of support to clients etc.), and absences.

· As IHOT is a small organisation, it may be necessary to provide cover (at DFH) during any prolonged periods of an SHO not being available.

· Develop (and implement – subject to finances) a training plan to ensure the SHOs are suitably trained and developed in their roles.

· Act as IHOT’s Safeguarding Officer.

· Report any immediate issues, particularly in respect of IHOT’s Safeguarding responsibilities, to the Chair.

· Actively work with the Chair or other Board member(s) (with nominated responsibilities) to address any issues.

· Act as IHOT’s Data Protection Officer.

· Report to the Board on a regular basis how IHOT has met its legal, regulatory and contractual requirements and how its clients are progressing in moving to more independent living.

· Liaise with IHOT’s landlord to address any issues raised, including agreeing action plans and ensuring they are completed in the required timeframe(s).
Support to Clients

· Ensure the clients’ support plans agreed (by the SHOs) with our partners reflect the needs of IHOT’s clients and provide IHOT with adequate funding.
· Monitor the progress clients are making to a possible move to more independent living, through actively supporting the SHOs and (where necessary) working with clients (and or their family/support group) directly.

· Minimise risks to IHOT’s clients by actively monitoring compliance with IHOT’s Safeguarding Policy and all other policies and procedures, including the requirements of our landlord and partners.

Finance
· Act as a signatory on IHOT’s bank account to authorise payments proposed by the Treasurer, in accordance with IHOT’s banking arrangements.

· Work with the Treasurer to ensure all monies due by clients or our partners are received in a timely manner, including chasing late payments and/or arrears.

· Propose spending as required to the Treasurer (and/or Board), including making sure appropriate estimates are obtained.

· Liaise with IHOT’s payroll provider to ensure staff salaries are correct and paid in a timely manner.
PERSON SPECIFICATION

Essential Skills and Experience

· Knowledge or previous experience of management of staff in a supported housing environment

· Knowledge of the current legal and regulatory requirements, and best practice, for supported housing providers

· Empathy with and understanding of the needs and conditions of IHOT’s client group

· Experience of working with partner organisations (local authorities, care organisations etc.) to achieve agreed goals

· Strong communication skills – written and oral, with a focus on how to work with staff and clients in a structured and organised way while recognising the needs and conditions of IHOT’s clients and how staff need to engage with them
· IT skills (Microsoft Office)

· Attention to detail

· Problem-solving

· Understanding of finance/budgeting (for monitoring purposes)

· Flexible and adaptable

Desirable Skills and Experience

· Experience of working with a Registered Social Landlord (RSL) providing supported housing through agents like IHOT

· Current (or very recent – in the last 12 months) experience of management of staff in a supported housing environment

· Experience of reporting to a Board (or other group) of volunteers so they have the necessary information to make informed and timely decisions
· Negotiation skills
· Knowledge of websites and ‘cloud’ based IT (including data protection/security)
· Working with a registered charity (or charitable incorporated organisation) and knowledge of the charity environment

OTHER INFORMATION
The role will be subject to a 6-month probationary/review period.

The role is offered on the basis of 80 days work being required each year. It is expected the number of days required in the first year could be 100 (an additional 20 days) which will be paid at the same (daily) rate. This will enable the postholder to implement any changes to how IHOT operates (with agreement of the Board).

The postholder can be on an employed or self-employed/consultancy basis. IHOT’s preference is for an employed basis.
If the postholder is on a self-employed/consultancy basis, the postholder must have adequate insurance arrangements (Professional Indemnity, Public Liability etc.)
The workload of IHOT varies, so the postholder is expected to be flexible in terms of days/times worked.

The remuneration is fixed (but reviewed annually by the Board). It is expected the remuneration will be paid in equal amounts each month.

If the postholder is an employee (not a self-employed/consultant basis), the remuneration includes the equivalent of 9 days annual leave (up to 11 in the first year).
If the postholder is an employee (not a self-employed/consultant basis) a workplace pension may be available with an employer contribution.

The position is a hybrid of home-based and office based. The postholder is expected to attend at DFH as necessary. The postholder is expected to have their own transport.
The postholder will be a ‘keyholder’ for DFH and may need to attend in the event of an emergency (including evenings and weekends).

It may be possible for the postholder to do work for other organisations – subject to agreement – provided the postholder can demonstrate the needs of IHOT (as set out in the job description, person specification and contract) can be met fully.

INTERVIEW DATE
The interviews are expected to take place at DFH on Thursday 13 June 2024.
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