ACCORD HOUSING ASSOCIATION

CARE AND SUPPORT

Facilities Manager (Older Adult Services)

JOB DESCRIPTION

Accountable to 
Director of Care and Support

Responsible to 
Care Home Manager

Hours:
Full time as specified, including shift working, some weekends and Bank Holidays.

Statement of Service Purpose 

Older Adult Services, EMI and Frail Elderly

To support older people with physical disabilities, long term health conditions, dementia and mental health concerns to continue to lead active, independent and fulfilled lives in line with the scheme objectives
Role Overview

To provide business support functions to the Scheme Manager within a residential care service by providing effective leadership and deployment of resources; managing the administrative services, the devising of relevant systems to meet the needs of the residential service and oversee the hospitality and environmental side of the business. 
In conjunction with the Scheme Manager ensure systems are in place so that the analysis of data takes place to ensure that the services maximise cost efficiencies where possible and maintain acceptable scheme costs.
Key Responsibilities 
· Provide effective business support management to the scheme, ensuring you are an active participating member of the team providing a clear vision and an example of inspiring leadership and support to all staff and service users.

· Responsible for the effective delivery of the home’s lettings and void management processes 
· To ensure that the home meets infection control guidelines and the environment is kept clean and tidy.
· To promote high levels of customer care within the scheme.
· To ensure all service delivery meets the requirements of the service user, and is delivered in line with the contractual obligations agreed with the Local Authority Commissioning Body and legal obligations 

· To ensure all service delivery meets the requirements of the organisations key performance indicators, paying particular regard to voids, lettings and arrears management.
· To develop and manage the relationship with the Local Authority Staff ensuring that the Accord brand is constantly in the public domain and contribute towards achieving the preferred partner status in all Local Authority areas. 

· Ensure the requirements of CQC Outcome 3, prompt 3c are achieved

· Ensure a range of tools and techniques are implemented on the scheme to monitor the standard of housing management provision at all times. 

· Ensure compliance with all regulations related to the scheme both internally and externally, and monitor and achieve continuous improvement on all aspects of Health and Safety for service users, stakeholders, and staff. 
· To work in partnership with the Scheme Manager, Deputy Manager and the Care and Support Manager to achieve the objectives of the Business Plan and develop and implement future strategies which supports the expected growth of service delivery to both existing and new customers. 
Marketing

· To innovatively “market” the services various approaches to reach intended target audience; key stakeholders and any other interested parties.
· To effectively communicate with key stakeholders on a weekly basis giving notification of actual and forthcoming arising vacancies

· To complete “enquiry applications” along with ensuring all team members have an awareness of their responsibility to take details of prospective enquirers and ensure information is passed to the Manager by the next working day, or on a Monday a.m following a weekend.

· To follow up all enquiries within one working day in the absence of the Scheme Manager.

· To notify / advertise all vacancies on a weekly basis

· To benchmark performance of uptake of services, 

Allocation Process
· To ‘sign-up’ new service users, ensuring that individuals are signed up to the correct contracts; fees and terms and conditions
· To ensure new service users are inputted onto MIS system and all corresponding CORE documentation is completed within 48 hours of commencement of service delivery 

· To ensure that all fee paying residents, and others who do so on their behalf, are made aware of the various methods of payment available to them, and that they commence payments a the onset of their care package and continue to make payments either on a weekly basis ( if this is their option), or 4 weekly in advance.

Environmental  
· To take ownership and coordination of all aspects of service delivery with regards to housing management and maintenance of the build/ environment services
· To carry out regular quality checks on the cleaning standards in the scheme

· To carry out regular quality checks on the laundry service and the delivery of laundry to residents rooms
· To ensure the provision if all supplies and resources, monitoring contracts to ensure quality and approved standards are met

· To liaise with the Scheme Manager to continually monitor, maintain and promote improvements in the service standards

Arrears Prevention, Control and Recovery

· To regularly review all service users’ accounts and ensure that these are adjusted speedily and accurately when necessary
· Ensure that all self funding residents, and those people making 3rd party top up contributions are keeping up to date with payments

· Take prompt and appropriate action to recover arrears in accordance with relevant procedures
· To make use of the services of appropriate external agencies where this may assist a service user in financial difficulty
· To make known to the Scheme Manager any cases which may require legal proceedings to be invoked and to represent Accord in any court hearings or tribunals that result
Void Control

· To take a proactive approach in marketing the services so as to ensure that properties are not left void for more than 7 days.

· To ensure that MIS is appropriately adjusted when tenants leave the property
· To take prompt and appropriate actions to recover former resident arrears

Reporting and Recording

· To meet with the Scheme Manager on a monthly basis with regard to their housing management matters,  and agreeing  and undertaking required actions

· To provide a monthly report to  the Scheme Manager of the status of the schemes rent accounts and performance against key performance indicators
· To contribute to committee reports via collation of schemes’ voids and arrears status
· To keep accurate and up to date records, both computerised and manual, of all housing services activity, ensuring that confidentiality of records and information relating to service users and staff is maintained in accordance with Accord’s Confidentiality Policy 
Managing and developing services 
· To support the Scheme Manger to ensure that activities and services are developed to meet identified needs that will support development of the schemes and respective services..

· To support the Scheme Manager to manage the team working with colleagues internally and externally to deliver effective value for money services.

Managing and developing the team 
The Facilities Manager is responsible for coordinating and line managing the administrative staff and housekeeping members within the residential service, ensuring the staffing levels at the scheme are developed and maintained in order to deliver the contractual requirements.  
· Ensure all staff recruitment is undertaken in accordance with Accord Procedures.
· To take line management responsibility Care Home administrative team members and housekeeping; coordinating work priorities to meet the operational needs of the service including the completion of Performance Development Reviews.
· Set and monitor individual and team targets in line with those identified within Care and Support Business Plans 

· Responsible for the management of the disciplinary and grievances of all staff at the scheme 

· Ensure all staff are fully conversant with Accord policies and procedures.

· Develop a training plan, identifying the development and training needs of all the administrative staff and housekeeping staff.  Develop a range of tools and techniques to ensure this is monitored and absence from training is recorded and dealt with in line with Accord Procedures

· To work with all staff to ensure succession planning is considered and implemented where appropriate to enable the scheme and the organisation to harness the talent of staff who wish to progress ensuring they are given support and the training and development programmes to do so. 
· Maximise own personal development by positively contributing to induction, supervision, training, performance development reviews and team meetings.
· Undertake audit checks to ensure practices are being carried out as specified and carry out remedial action when required

Working with others 
· Be part of the Management On Call Rota. 
· Participate in the review of policies and procedures with the Care and Support Management team

· Develop and implement effective working relationships across the organisation to promote the scheme, the service provision, staff and to engage and understand fully the benefits of working together to ensure the smooth operation of the scheme at all times.

· Develop positive working relationships with health and social care professionals to support the delivery and development of quality services. 
· Act in a professional manner whilst on duty and when representing Accord.

Financial management and control
· Ensure that the care package charges are monitored on a monthly basis reporting back to the Scheme Managers within supervision setting. 

· The Facilities Manager, ( along with the Scheme Manager), must have a full and clear understanding and be able to evidence this, of the financial requirements of their  Care Contracts and expected Income from Adult Health and Social care teams, (if applicable), the service users and any other relevant stakeholders. 

· Ensure compliance with all Accord financial policies and procedures. 

· Ensure compliance with all funding and contractual obligations and liaise effectively with any other funding agencies as appropriate. 
· To take financial responsibility for working within the agreed budget for the scheme(s). 

Health and Safety
· Minimise risk to service users, self, the team and others including visitors by undertaking formal risk assessments and maintaining accurate records. 

· Ensure the safety and security of the building, including visitors while on duty.

· Comply with all health and safety guidance in respect of all relevant legislative requirements.
· To ensure that Health and safety measures are taken to provide a service safe for residents/visitors and staff including responsibility for fire safety, COSHH, Risk Assessments, Accident reporting and RIDDOR
Quality and regulatory compliance 
To support the Scheme Manager to ensure  service delivery is be monitored on a daily basis using a range of tools and techniques which can feed into Provider Compliance Self Assessments, Monthly reporting frameworks and also provide information for reporting back to CQC and Local Authorities. 

· Ensure all service users receive their financial accounts in a timely manner; either upon request, not less than on a 6 monthly basis. 

· Develop positive relationships with service users and their families and provide them with an effective communications network both within the scheme and the wider organisation. 

· Develop and implement a process for spot checking that all systems within your area of work are being adhered to as required, recorded appropriately and identifies the ongoing changing needs of the service 

· Ensure effective, on time and quality delivery of all other services to the scheme including Housing Management and Maintenance matters 

· Manage any complaints and compliments in relation to housing management, housekeeping or maintenance matters received from service users, their families, and stakeholders in line with Accord procedures. 

· Manage all processes and procedures both scheme based and within the wider organisation to ensure effective service delivery, compliance with all aspects of Health and Safety, and ensure all documentation in relation to this is updated, and maintained on scheme accessible to all parties as appropriate. Agree targets and standards for service delivery, and monitor performance against these to ensure continuous improvement. 

Person Specification

Experience
· Must have the ability to manage time, to work under pressure and to meet deadlines
· 2 years supervisory experience of managing and motivating a staff team in a facilities environment
· Working experience of control of budgets; preparation and management
· Prevention, control and recovery of rent arrears and other debts

· Allocations, lettings, and void control

· Management of staff including recruitment and selection, supervision, performance appraisals and identifying training needs

· Experience of working in partnership with other agencies and building positive working relationships with key stakeholders and regulators 

· Experience of reviewing, monitoring and evaluating performance  

Knowledge 
· Working knowledge of Essential Standards of Quality and Safety, Valuing People and Adult Protection and the role of Care Quality Commission (CQC)

· Understanding of rota management / staff deployment 
· Managing health and safety, monitoring and reviewing risk assessments 

Key competencies:

Communication
· Able to demonstrate good verbal and non verbal communication skills
· Ability to write letters and reports and to maintain accurate records

Working with others
· Ability to work proactively within the community to build relationships with work colleagues, voluntary and statutory agencies, service users and their families and to build trust and confidence

Leading and managing the team 
· Able to work on own initiative be proactive, juggle competing demands and problem solve

· Able to lead the team by example undertaking team tasks and ‘mucking in’

· Able to undertake staff supervision, induction, training and appraisal 
Education and training
· QCF Framework Level 4 in management/care or equivalent, or be working towards or willing to undertake 
· Good general standard of education 

Other 

· Able to work flexibly including evenings and weekends

· Car owner/user

· Demonstrable interest and enthusiasm for working with people within this client group
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