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Job Description/Person Specification

Post Title:

Court Manager

Department:

Older People’s Services - Retirement Housing 

Responsible to:
Housing Services Manager

Responsible for:
Court based staff

Purpose of Post

To ensure tenants receive a high quality service, providing support where necessary, whilst encouraging a sense of independence.

Key Tasks

Court Management:

1. Runs a fully operational office

2. Maintains all records and equipment

3. Records and maintains court finances fully and accurately

4. Manages communal facilities

5. Efficiently and effectively maintains residents records and information

6. Effectively and efficiently manages emergency situations

Marketing, Voids, Lettings and Tenancies:
1. Provides appropriate and accurate information to direct enquiries

2. Attends accompanied viewings

3. Manages the lettings procedure

4. Liaises with local authority housing department

5. Liaises with local authority to ensure appropriate action is taken to fulful nomination agreements

6. Organises ‘Open Days’

7. Creates and regularly reviews court ‘Welcome Pack’

Rent Accounting:
1. Monitors rent accounts

2. Provides accurate benefit advice or facilitates such through a reputable external advisor

3. Liaises with benefit agencies on behalf of residents

Budgeting:
1. Assists Housing Services Managers to monitor Court expenditure

2. Requests and receives quotes from contractors for Term Contracts for Garden Maintenance, Window Cleaning, and Contract Cleaners where appropriate

3. Ensures that expenditure for Court stationery and cleaning materials is within specified budget

4. Takes a lead role in ensuring that pre-determined budgets for urgent and non-urgent court repairs are effectively managed

Court Maintenance:
1. Co-ordinates the day-to-day repairs

2. Responds appropriately to emergency repairs

3. Assists in the planning and implementation of the Capital Works Programme

4. Assists in developing Court Action Plans and reports back to tenants

5. Monitors Contractors’ performance

6. Completes and maintains accurate records and documentation in relation to maintenance issues

7. Assists in the annual review of term contracts

Health and Safety:

1. Responsible for own Health & Safety ensuring a safe working environment for colleagues.

2. Monitors all aspects of health and safety on Court

3. Completes a Fire Safety plan and ensures that residents are fully aware of fire safety procedures

4. Maintains all appropriate logs

5. Completes Emergency Plans

6. Completes annual risk assessment

Care:

1. Develops and maintains effective relationships with external agencies

2. Has involvement in the co-ordination of care packages

3. Arranges low level services where required or requested

4. Offers informal counselling

5. Monitors admission into and discharge from hospital

Development of Low Level Domestic Service and Service Promise:

1. Recruits and selects staff across a range of posts

2. Manages staff performance through a system of appraisal supervision and coaching

3. Ensures that staff receive statutory training

4. Assists in the co-ordination of staff rosters

5. Liaises with a range of eternal services to ensure joint services are provided effectively 

6. Negotiates on behalf of residents/service users and acts as advocate

7. Maintains an effective recording/reporting system

8. Identifies potential for delivery of Domestic Services

9. Liaises with the Service Development Manager

10. Develops Service Promise in line with set objectives

Personal and Staff Development:

1. Recruits, selects and supervises ancillary staff

2. Ensures staff receive appropriate training

3. Monitors performance of court staff

4. Organises consultation meetings

5. Attends and contributes to patch meetings/seminars

6. Completes Job Development Programme

Promoting Housing 21 in the Community:

1. Develops the social integration of the court into the local community

2. Represents Housing 21 by attending local agency forums/meetings

3. Actively encourages the use of the communal facilities for activities involving older people in the local community

Resident Involvement:

1. Actively encourages the formation of Tenants’ Association

2. Co-ordinates and supports the Tenants’ Association

3. Co-ordinates Residents’ meetings and encourages residents to attend and participate 

4. Actively encourages residents to be involved in organising court activities

Other Duties:

1. Undertakes any other duties in line with the objectives of the post

Housing 21 reserves the right to alter the content of this job description to reflect the changing needs of the business, but is a correct reflection of the duties of the post at the time of writing.

This job description details the main duties of the post.  It is directly linked to the Job Profile which forms part of the Job Development Programme documentation.  All postholders are required to complete the Job Development Programme.

COURT MANAGER

PERSON SPECIFICATION

QUALIFICATION AND EXPERIENCE

· Good general standard of education

· Administrative experience

· Experience working with older people

· NVQ Level II Care qualification or equivalent (desirable)

· Supervisory experience (desirable)

· Housing or Care-related experience (desirable)

· Experience of developing partnerships (desirable)
SKILLS AND ABILITIES

· Excellent oral and written communication skills

· Problem solving

· Good negotiating skills

· Excellent organisation abilities

· Maintains accuracy in calculating figures and keeping financial records

· Presentation skills (desirable)

· Good IT skills (desirable)

· Marketing skills (desirable)
KNOWLEDGE

· Knowledge of Health and Safety

· Knowledge of services and benefits available to older people

· Knowledge of Statutory and Voluntary Support Agencies for older people (desirable)

ATTITUDE

· Good understanding of the needs of older people

· Team player

· Achievement orientated

· Stays calm and works effectively under pressure

· Values diversity and shows commitment to equality of opportunity

· Values health and safety and shows a commitment to ensuring a safe working environment

· Able to commit to a programme of learning

· Positive attitude to customer care

· Understands the importance of confidentiality
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