JOB DESCRIPTION:
DEPUTY MANAGER - GORSE HILL
DEPARTMENT:  

HOUSING

RESPONSIBLE TO:   
PROJECT MANAGER

RESPONSIBLE FOR:    
4 Project Assistants and Bank Staff in the absence of the Project Manager

OVERALL RESPONSIBILITIES OF THE JOB 

To assist the Project Manager with the development of the project, managing the project with responsiveness, efficiency and providing support for the residents. 
KEY ACHIEVEMENT AREAS

1. To assist the Project Manager to provide a high quality service and standard of accommodation for the residents in line with policies produced by the Association and good practice guidance from Government bodies such as the Tenant Services Authority.

2. Provide a supportive and welcoming environment in which residents can develop and work towards achieving and keeping independent accommodation. 

3. Assist the Project Manager in running the project, helping with tasks such as admissions, collection of charges, ordering repairs, statistical information and other administrative duties, maintaining household standards, report writing, etc. to ensure the smooth running of the Project.

4. Liaise with care services and referral agencies and participate in resident selection and transfers.

5. Work in partnership with previous carers and families and liaise with Social Services departments, Housing, DSS and other agencies as required on behalf of residents.

6. Ensure that the building and environment are maintained in a clean and tidy condition at all times, paying due regard to the health and safety of residents, staff and other people in the area and to report any safety issues and repairs to the appropriate person in the Association.

7. Develop and maintain good relationships within the project and with the local community, helping residents acquire a sense of belonging and trying to resolve amicably any disputes that arise.

8. Provide management cover 35 hours per week, including some evenings, weekends and sleep-ins.

9. Assume responsibility for the project in the absence of the Project Manager.

10. Keep all copies of needs assessments, support plans and reviews in

 individual case files and ensure the resident is given a copy.

11. Keep accurate and up to date records on all matters that effect residents 
  in their individual case file.

12. Ensure that the appeals process is implemented if an appeal is received 
 and ensure that the process is dealt with quickly.

13. Review all Supporting People matters with staff both in Team Meetings 
  and on a 1-1basis.

14. Listen to and record residents’ views on the procedures above.
15. Ensure that the Association’s Equality and Diversity Policy is fully           implemented at all times.  

16. To carry out any other duties appropriate to this post, as necessary or         requested.
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