JOB DESCRIPTION:
PROJECT ASSISTANT - ROWLANDS LODGE

DEPARTMENT:

HOUSING

RESPONSIBLE TO:
PROJECT MANAGER

OVERALL RESPONSIBILITIES OF THE JOB

To work on a rota system, in order to assist the Project Manager in running the project with responsiveness and efficiency providing support for the residents.

KEY ACHIEVEMENT AREAS
1. Liaise with the Project Manager, Deputy Manager, relatives and other relevant agencies to ensure residents are able to maintain and uphold their tenancy agreement.

2. To assist and support the residents to carry out activities of daily living when agencies are unable to attend or if the resident has no agency support:

e.g. reading instructions

reading and writing letters on behalf of the resident

making appointments with GP, etc.

help with laundry

help with cooking

3. Maintain and promote contacts with relatives and friends of residents and advise on community groups, local facilities and services.

4. Encourage and assist residents to participate in social, educational and recreational activities.

5. Assist the Project Manager to maintain good working relationships with other professionals, voluntary agencies, relatives, neighbours and others in the community.

6. Assist the Project Manager with any necessary administration to ensure the smooth running of the project.

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

8. Provide advice on rent payment, claiming Housing Benefit and on bills.

9. Order emergency repairs required to the building and the grounds. Order day to day repairs in the absence of the Project Manager.

10. Monitor all Health and Safety issues throughout the building and grounds including fire alarm testing.

11. Sleep-in 22.00-8.00 two or three times per week as part of an agreed rota.

12. Assist in ensuring that the Association’s Policy/Procedure on Supporting 
      People legislation is implemented and that all necessary paperwork is   

      completed accurately.

13.Assist in the completion of resident induction and familiarise the resident    

     with the scheme and its procedures and house rules where appropriate.

14.Assist the Manager/Deputy to draw up the residents individual support 
    plans which are outcome specific and monitor progress on the plan.

15.Assist in reviewing the support plan at the agreed time outcome specific 
     and monitor progress on the plan.
16. Report any suspected/actual abuse to your line manager or in their 
     absence to the Supported Housing Manager/Assistant Supported Housing   

     Manager.  Report to be made on the official form.

17. Attend Housing Review meetings if requested by residents.

18. Ensure that the Association’s Equality and Diversity policy is fully 
      implemented at all times.

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