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Hello

Thank you very much for your interest in the position of Property Assistant here
at Arawak Walton Housing Association.

A little bit about us...

Arawak Walton is the largest independent Black and Minority Ethnic housing
association in the Northwest and currently manages 1,203 homes within
Manchester, Stockport and Trafford. We have inspirations to grow, mainly through
working with peer associations to address the housing needs in our areas. We
aspire to be the housing provider of choice for all our customers whilst remaining
financially strong and independent.

We are passionate about what we do, and we are passionate about the people we
serve. We have a proud heritage in helping to create vibrant and sustainable multi-
cultural neighbourhoods in inner city areas by working with community groups,
local enterprises, charities, and organisations across Manchester. We put our
tenants at the heart of all our decision making.

On the following pages you will find information the role and how to apply.

Best wishes and
best of luck!




Scheme
Manager

Salary Up to £25,252 (pro rata) plus
excellent benefits

Part Time - 20 Hours per week (4
hours per day Monday to Friday)

We are looking for a caring and organised
individual to oversee all aspects of the
smooth running of one of our ‘Over 55's’
schemes. In particular, the successful
candidate will deliver a high-quality
housing and support service to tenants and
the wider community, promoting their
independence, health and well-being in
addition to acting as a co-ordinator of care
and support services provided by other
agencies.

A key requirement of the role is to
encourage mutual support amongst tenants
and promote social and community
activities, in addition to the day-to-day
management of the scheme and ensuring
health and safety requirements are in place.

This is a great opportunity for a friendly,
well organised individual to join an
organisation that prides itself on providing
excellent training and development
opportunities, in addition to offering a
friendly working environment, generous
holiday entitlements and fantastic office
facilities, based in the heart of Manchester

Generous employer
pension contribution

HSF health cashback and
employee perks scheme

Central Manchester
location with work life
balance policy in place

For an informal
discussion about the role
please contact Monika
Rahman, Senior Housing
Officer (Sheltered), on
0161 272 6094 or via
recruitment@arawakwalt
on.com

Please apply via our
recruitment portal on
our website, sending
your CV and covering
letter.

Closing date: 5pm on
27t September 2024.

Interviews: 8th
October 2024.



https://www.cloudonlinerecruitment.co.uk/Arawakwalton/Home.aspx?MenuID=52o9/jovgTA=

ARAWAK WAL TON HOUSING ASSOCIATION
JOB DESCRIPTION
Post Scheme Manager
Responsible forr  N/A

Objective of Post

To manage and carry out a range of tasks in line with the job profile which deliver
ffacilitate high guality housing and support services to tenantz in our Owver 55s
housing schemes, and the wider community, which promote their independence.

health and well-being.

To be able to advecate on behalf of tenants and act as a co-ordinator of care and
support services provided by other agencies.

To encourage mutual support amongst tenants and promote healthy living. social
and community activiies for tenants and for older people within the wider
community.

To contrbute to a coaching culture within the team, focusing on improved

performance, efficiency and innovation and in line with Arawak Walton's Mission
and Ethos.

1 Key Responsibilihes/Key Areas:
1.1 Support Sennces

»  [Deliver support services to tenants which are consistent, professional and
accessible and ensure that tenants” welfare is monitored.

» Welcome new tenants and provide them with information on the facilities
aviilahle

»  Ensure new tenants and their relatives are aware of the level of service they
can expect from the Scheme Manager.

»  Carry out nsk assessments and support plans with tenants. identifying any
problems and offering advicefassistance where appropriate.

» Maintain accurate and up to date tenancy records

»  Maonitor the health and well-being of tenants, responding as appropriate to
any changes.

» NMaintain a daily diary of events/incidents/emergencies or any other matter
relating to the tenants and the running of the scheme for inspection by the
Communal Services Manager

»  Carry out morning calls (make daily contact) with each tenant.
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Be aware of possible signs of abuse and refer to the appropriate agency.

During working hours responding to emergency and other calls, ensuning
appropriate action is taken.

Carry out quarterly checks on the community alarm equipment, making sure
that it iz working properly.

Liaise with other agencies, making referrals as required with the agreement
of the tenants.

Guide tenants towards other Arawak Walton services as reguired and be
able to provide tenants with information relating to other services available
within the wider community.

In the event of the death of a tenant at the scheme, liaize with the relatives,
padners and neighbours. To maintain appropriate records and adwvise the
Communal Services Manager immediately.

Lethings & Marketing
To attend accompanied wviewings on behalf of the Housing Officer with
prospective tenants.

Tenant Invobrement & Socal Acinabes

Fromote communication within schemes by involving tenants in decisions
about the running of scheme.

Facilitate other, more frequent, events which promote tenant interaction.
Maintain the Scheme Notice Board.

Encourage tenants to be involved in managing and developing actvities
within and across schemes.

Scheme Management

Be responsible for the day to day management of facilities and services
provided at the scheme, maintaining records as required within relevant
policies and procedures.

Motify other departments within Arawak Walton and other agencies if
specialist services are required.

Liaize with tenants about repairs and contractor access and report repairs
where appropriate.

Monitor the attendance and performance of contractors, cleaners or any
other visitors to the scheme.

Deal wath tenants’ minor complaints.
Administer and account for the guest room receipts.

When going on annual leave, ensure that matters of concern are brought to
the attention of the mobile warden/emergency cover service and Communal
Services Manager.

Ensure cover is provided across sites as required.
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Health & Safety

To carry out daily visual Health & Safety checks and to maintain appropnate
logs/records as necessary.

To conduct weekly Health and Safety checks including fire alarm and
emergency lighting tests.

Safeguarding responsibiliies

Be alert to and recognise welfare issues & signs of abuse.

Challenge and report poor practice to relevant organizations and line
manager.

Share information, as appropriate, with relevant people.
Liaize with other statutory organisations, as appropriate.

Follow the Association’'s Safeguarding Policy & Procedure and seek advice
from the Safeguarding Lead and Local Authornity Safeguarding Teams as
appropriate.

Make referrals to social services when appropnate.

Frovide support to and liaise with victim and family members as appropriate.
Frovide support to other tenants as appropnate.

Contribute to support/action plans.

Attending multi agency meetings as appropnate.

Ensure appropnate confidentiality iz maintained.

Ensure that good records are kept.

General

Follow. and.cromets Arawak Walton's policies and procedures at all tmes.
particularly, but not exclusively, those relating to equality & diversity, health
& =safety and data protection.

To promote a canng, helpful and unbiased attitude towards all residents and
other members of the general public and maintain an impeccable standard
of profezsionalism in such dealings.

Be responsible for your own health and safety. ensunng a safe worlking
environment.

Be responsible for your own self development and undentake training as
required.

Be aware of national policies affecting housing for older people and
community care and health issues.



» Participate in multi-agency meetings, worlung groups and other meetings as
required by the Communal Services Manager.

» Have a flexible approach to worlkang hours. This may involve occasional
evening work.

» Carry out any other duties which may be reasonably requested by vour line
manager.

Thiz b descnpiion may be subject to change from time o time to reflect the
changing demands on the sepace, but 5 a comect reflechon of the duties of the
posit at the time of winiting.



ARAWAK WAL TON HOUSING ASSOCIATION

PERSON SPECIFICATION
SCHEME MANAGER
| Al = Apphcation Form | = Interview 1 =lest |
ntena Essental | Desirable | Method of
assessment
[ EDUCATION AND CUALIFICATIONS
Work related qualificaton 1.2. NVQ, CSHS v AF
[ EXPERIENCE
Knowledge and expenence of the needs of AF 1
older people v
Knowledge of the services available to older e AF Il
people
Knowledge and expenence of HE&S v AF
requirements at Shelterad Scheme
Expenence of record keeping v AF T
Knowledge of Housing Related Support for v AF 1
der Paople’ formerly Supporting Paople
Expenence of liaising with organisations and v AF Il
agencies
Experience of organising actvities v AF 1
Ability to respond to service demands, quickly,
afficiently and with tact and diplomacy v |
Excellent counsalling and negotiation skills v AF T
IT Interate with working knowledge of Microsoft
Outlook, Word, Excsl v AFIIIT
Good organisational skills
v AF /1
Excellent interpersonal skills to deal with a
wide range of groups and indraduals at all vy
levels in the crganisaton AF L
[ ATTITUDES
v I
Willingness to take decisions, handle
unforeseen situations and find soluticns




Commitment to excellent customer service and
continuous IMmprovement

Positively adapting approach to work actraties
with changing circumstances

A vallingness to undertake further training as

required

A flesable approach to work and hours

Display the core behayiours, of the organisation
to be passionate about pacpla

Current drving license and access to vehicle

IiT

AF




EMPLOYEE BENEFITS

The successful candidate will be offered a competitive salary with an
excellent benefits scheme. As a small to medium sized employer, our
employees achieve variety, early responsibility, the opportunity to
work on their own initiative, to work closely with other people
(including senior management) and to have their voice heard.

e High levels of staff and tenant satisfaction

e 25 days leave + Bank Holidays + leave to enable Christmas shut
down between Christmas Day and New Years Day.

e SHPS DC pension scheme with a minimum 3% employee
contribution and an 11.4% employer contribution rate.

e Family-friendly and flexible working policies

e Health and wellbeing benefits including:

o Day one access to a fantastic health cashback scheme via
HSF UK health plan, which includes cosmetic health
cashback.

o Free annual employee health checks

o Occupational health and Employee Assistance Programme
support

o Employee perks - Perkbox membership - high street, leisure
and travel discounts and offers.

o Discounted gym membership (via Perkbox),
» Subsidised social events
* Generous training and development programme
* Low interest car loan scheme

» Central Manchester office, adjacent to green space but within
walking distance of Manchester City Centre and excellent transport
links (airport, motorway, rail and bus).



Equality, diversity and inclusion are
paramount for us. We are proud to
have a team of employees from
diverse backgrounds and we embrace
diversity in all that we do. We
positively encourage applications for
employment from eligible candidates
regardless of sex, race, disability, age,
sexual orientation, gender
reassignment, religion or belief,
marital status, or pregnancy and
maternity. Please refer to our Equality,
Diversity and Inclusion policy for
more information.

We are a Disability Confident
employer, and we will work to ensure
reasonable adjustments are in place
where possible throughout the
recruitment journey and into
employment. We want to help you
show your talents so please tell our
recruitment team if you require
supportto do so.

Please note that all of our roles
require an up-to-date DBS check.
Please read more on our policy
regarding DBS checks for more
information.

Additional information

staff structure

Our latest S : i
and staff 'mformat\on can

pag f
found on the staff page o

our website:


https://arawakwalton.com/wp-content/uploads/EDI-policy-and-implementation-plan-2021-24-reviewed-Jan-2024.pdf
https://arawakwalton.com/wp-content/uploads/EDI-policy-and-implementation-plan-2021-24-reviewed-Jan-2024.pdf
https://arawakwalton.com/wp-content/uploads/Recruitment-of-Ex-offenders-Policy-DBS-Policy-Final-1.pdf
https://arawakwalton.com/wp-content/uploads/Staff-structure-as-at-01.07.24-NO-NAMES.pdf
https://arawakwalton.com/our-staff/
https://arawakwalton.com/

Arawak
Walton

Housing Association

f\

Arawak Walton Housing Association

Margaret House, 23 Manor Street, Ardwick,
Manchester, M12 6HE
Tel: 0161 272 6094

www.arawakwalton.com



http://www.arawakwalton.com/
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