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Community Support Service

JOB DESCRIPTION

A 
Basic Details

Job title:  
Team Leader
Office location:
 
Manchester  
Area of operation:

Greater Manchester 
Reporting to:


Project Manager 

B
Aim of the Service

People First Community Support Services provide culturally sensitive housing support services to people who are assessed as being in need of support to maintain their homes.  By doing so, we aim to contribute to sustainable tenancies, community safety, health improvement, and individual quality of life.

C
Main objectives of the post

The Senior Community Support Worker will take responsibility for the development and delivery of high quality housing related support services across their area of operation.  They will provide leadership and staff management and maintain excellent working relationships with partners, funders and other stakeholders. They will contribute to a culture of equality and diversity, service excellence, stakeholder and service user involvement and continuous improvement. 
D
Specific tasks and responsibilities

1. Staff Management
Recruitment, selection and Induction of new staff, in accordance with PFHA’s recruitment policy.
To provide effective leadership enabling individuals to make decisions.  

To motivate and develop staff to ensure the effective delivery of quality services.

To provide regular and effective 1:1 staff supervision ensuring the achievement of objectives, monitoring and reviewing staff’s work performance and providing feedback.
To respond to staff’s personal needs, concerns and issues or crisis.
To conduct annual appraisals in accordance with the Association’s policy.
To ensure that self and all staff are familiar with and implement Association policies/procedures.
To ensure that there are regular and effective team meetings, informing staff of these meetings and setting realistic agendas.  

Ensure cohesive and supportive teams are built and maintained with the right balance of skills and abilities. 

To identify and address staff training and development needs, ensuring training plans are implemented and that targets set for staff development are achieved.

2. Service delivery

Ensure services are properly staffed to provide services at agreed levels.

To achieve and where possible exceed annual performance targets

Work with the Project Managers to collate performance information, monitor performance against targets, taking any necessary action to ensure success.

To ensure that services delivered are of high quality, regularly monitored and responsive to the needs of clients and other stakeholders.

To ensure that services are widely accessible and responsive to the diverse needs of service users and communities.

To encourage service user participation in the development and delivery of services.

To ensure that the complaints procedure is accessible to service users and complaints are quickly responded to and rectified.

To promote People First Community Support services in a positive and professional manner.

3. 
Liaison with external agencies/partners
3.1
To develop and sustain effective working relationships with key stakeholders including Local Authorities, local communities, partners, purchasers, referral agencies and regulators. 
3.2 To ensure that where applicable the terms of any Service Level Agreement /Protocols are met and to keep management informed of any deviations.
3.3 To have regular meetings with relevant partners to review working relationships and SLAs/Protocols.
4.
Policy Development and Implementation
4.2
To identify areas of potential improvement to policies and procedures without being asked. 
4.3
To implement a wide range of key PFHA policies and procedures, including meeting any monitoring requirements as detailed in the policies/procedures.
5. Contract compliance and Performance Monitoring

5.1
To ensure that all staff have an adequate understanding of the requirements of Supporting People (SP) and the specific terms of the contract on which they may be working.
5.2
To work with the Project Managers to ensure compliance with Supporting People requirements, including the collection and timely provision of monitoring information.

5.3
To work with the Project Managers on preparation for reviews, validation visits.

5.4
To advise the Project Managers of any difficulties arising in meeting the terms of supporting people contracts.                                                                                                                                                                                                                                                                      
6. Communication 

6.1
To comply with agreed methods of written and verbal communication.
6.2
To actively contribute to team discussions and meetings both internally and externally.
6.3
To respect the needs and wishes of other team members.
6.4
To contribute to a culture of continuous improvement and team support.

7. Financial Management 

7.1
To contribute to setting and monitoring of annual budgets

7.2
To ensure familiarity with and adherence to the Association’s financial procedures.

8. Professional development

8.1 To take responsibility for identifying own strengths and weaknesses, continuous learning and professional development.
8.2 To attend training courses and undertake other methods of learning agreed with the line manager, providing feedback to colleagues as required.
8.3 To keep informed and up to date with changes in relevant legislation, regulations and good practice in the field of social housing and support and ensure this information is disseminated to staff.

9. Other

9.1 To be administratively self-servicing keeping accurate manual and computerised records and systems.
9.2 To carry out other duties and responsibilities commensurate with the post, grade, knowledge and experience.
9.3 To hold a clean driving licence and have access to a car.
9.4 To make an application for Enhanced Disclosure as required for this post. 
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