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	JOB DESCRIPTION


	Title:

	House Manager

	Responsible to:
	Business Manager 

	Scope:
	Abbeyfield 


	Key Objectives:
	· Maximise the quality of life of every resident living in the house(s)

· To ensure all aspects of the house(s) are efficiently run 

· To co-ordinate and manage the house staff including the Assistant House Manager
· Provide a catering service in line with the Safer Food Better Business Guidelines

· To ensure an efficient  handover process is in place and is adopted by all house staff
· To lead on the application and development of policies and procedures to ensure the service meets and exceeds the Supporting People requirements



	Expected Outcomes: 
	· All residents feel welcome, included and involved in the house(s) and satisfied with the service provided
· The independence of all residents is supported and maximised in line with their individual needs and abilities 

· All residents remain involved in the community in line with their individual needs and abilities 

· A rolling programme of social activities is in place which reflects the requirements of all residents

· All staff and volunteers are managed effectively

· All records and administration are accurate and kept up to date

· All areas of the house(s) are clean, tidy and meet all Health and Safety and Environmental Health requirements




	Main Tasks:
	RESIDENTS
1. To conduct a needs and risk assessment of all applicants seeking accommodation to ensure they meet set criteria

2. To conduct a needs and risk assessment of all residents that informs the development of an individual support plan (action plan) that promotes independence and community engagement
3. To conduct regular six monthly reviews of resident support plans or more regularly if circumstances change

4. Proactively encourage residents to be involved in the house; welcome and encourage their participation in activities.  

5. Arrange a programme of social activities in conjunction with colleagues and in consultation with residents with meets the needs and abilities of all residents
6. Maintain an up to date local amenities resource file and promote current community activities 
7. Participate where necessary with  other regional staff in the admission of new residents, taking part in interviews and assessments

8. Liaise with residents’ families, doctors, social services etc over residents’ welfare 

9. When necessary, provide residents with advice and support to access domiciliary care services or other support services, including Housing Benefit and Supporting People 
10. Be the first point of contact for residents/relatives with regards to complaints and conflict and resolve all issues professionally, effectively and to the satisfaction of those involved
11. Contribute to agreed procedure for dealing with enquiries, assessment of applications and allocation of tenancies  

CATERING

1. Be responsible for the provision, preparation preparing and if necessary, serving of the agreed number of meals each day, ensuring the dietary needs, tastes and preferences of all residents are met 
2. Order and/or buy ingredients, equipment and other materials necessary for agreed meal provision, within allocated budgets  

3. Where agreed, ensure that agreed weekly menus are prominently displayed 
4. Ensure that the kitchen and kitchen practice always meet environmental health standards (Safer Food Better Business Guidance)
ENVIRONMENT

1. Ensure that all communal parts of the house are clean and tidy, and that the garden is well-maintained
2. Ensure the security of the house at all times 

3. Ensure all repairs are carried out in accordance with Abbeyfield service standards

4. Understand and observe fire safety regulations and procedures and carry out regular fire alarm practice
5. Ensure Health and Safety requirements are met in all areas including staff, residents and general house conditions that comply with Abbeyfield Guidelines
6. Ensure that First Aid Boxes are fully stocked and replenished after use

STAFF

1. Ensure that the rota is planned in advance and in place to ensure that adequate staff cover at all times 

2. Effectively manage all staff, including the Assistant House Manager

3. Ensure that all staff are clear about their role and responsibilities and that their performance meets expectations at all times
4. Proactively address any performance issues to ensure the quality of service provided to residents is not compromised
5. Ensure that regular supervision and team meetings take place

6. Continuously review staff performance to identify any skills gap or training requirements that meet individual aspirations (that fit the business need) and endeavour to arrange training as appropriate.

7.  Maintain records of staff training 

FINANCE & ADMINISTRATION

1. Ensure that required information is accurate and kept up to date at all times.  This includes household accounts, log book, menu book,  copy of the inventory book, incident book, accident book and any other records as necessary

2. Ensure that Supporting People quality and monitoring requirements are met as agreed with the Housing and Resident Services Officer and the Regional Head of Housing and Resident Services  
3. Ensure that all purchases are within allocated budgets

4. Communicate allocated budgets to the Assistant House Manager to ensure no purchases are made outside of the budgets

VOLUNTEERS

1. Work with any volunteers to ensure their participation enhances the service provided to residents

2. Ensure all volunteers work in line with Abbeyfield Values, Policies and Procedures



	General Requirements:

	1. To act in accordance with Abbeyfield Values, Policies and Procedures at all times

2. To attend meetings and training and development as required

3. To maintain confidentiality at all times and act in accordance with Data Protection requirements

4. To be aware of and comply with safe working practices as laid down by the Health and Safety at Work Act

5. To be aware of, act within and actively seek to promote Abbeyfield policies in respect of equality and diversity

6. To undertake travel to other Abbeyfield locations as required 

7. To carryout any additional and reasonable duties as requested 



	Candidate profile

	Essential Requirements:
	Desirable Requirements:

	A. Good organisational skills

B. Ability to communicate and interact well with residents and others
C. Ability to read, write, work with numbers and demonstrate IT competency to a good standard
D. Experience of effective budget management
E. Ability to work on own initiative
F. Demonstrate an understanding of the needs of older people
G. Ability to carry out all aspects of the role to a high standard at all times
H. Ability to effectively lead and manage individuals and a team
I. Prepared to travel to other venues for training/meetings as required

J. Ability to cook competently for groups
	K. Experience in supporting older people in a similar environment
L. Current, clean driving licence

M. First Aid Certificate 

N. Food Hygiene Certificate
O. Knowledge of Supporting People requirements
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