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Job Description and Person Specification

Operations Supervisor– Housing Support Services

	Remit

	To perform a varied role in accordance with the vision of Trust in Fife (to be referred to as the organisation) and to co-ordinate and manage the Housing Support service.

The Operations Supervisor role is key to the core service in that they provide the day-to-day operational skills to enable the Housing Support and Temporary Accommodation service to function.
and to give the support and guidance required to support the Housing Support Workers carry out their role.

The duties of the role are diverse and numerous, but all relate to positive and effective working with clients who present with a homelessness need.



	Accountable to:
	Operations Manager

	Responsibility for staff:
	Line Management of contracted and relief Housing Support staff




The Operations Supervisor must carry out their duties with full regard to Trust in Fife’s Equal Opportunities Policy.

	Personal Qualities

The ideal candidate will exercise a high standard of care, skill, and diligence in all work aspects, maintaining professionalism throughout. 
They will consistently act in the Trust's best interests and take a leading role in managing the Trust’s Housing Support service, consulting the Operations Manager when necessary. 
Collaboration with the Senior Management Team to implement the Trust’s strategic objectives and policies is essential. The candidate must remain non-judgmental and sensitive to individuals' lifestyles, particularly concerning "Protected Characteristics." 
Adaptability to an ever-changing environment and assisting in meeting the service's evolving requirements are crucial. Trustworthiness and discretion are imperative in all role aspects. 
The candidate will actively promote the Trust's work to the public and other interested parties, represent the Trust as needed, and adhere to practices established by the Scottish Social Services Council (SSSC) and the Care Inspectorate.



Job Description

Main Duties

	

Service Management:
· To facilitate full, and inclusive, line management of frontline Housing Support staff.
· In conjunction with the Operations Manager, to take a lead role in the management of the Trust’s activities and to be the first point of contact in addressing day-to-day matters within the Housing Support teams.
· In conjunction with the HR Officer, to provide a full, and inclusive, HR service for the Trust.
· In conjunction with the Operations Administrator, to ensure the regular updating/maintenance required to the Housing Support Procedures; to ensure the smooth running of the service.
· To work closely with the Operations Manager; attending meetings on a regular basis, participating in strategic discussion and decision making. 
· To contribute to the operational decision making, within the Trust, and assist with the development of services.
· To identify and highlight best practice through continuous assessment and recommendations to management.
· To work flexibly, and co-operatively, across all operational and back-office services.
· To work, as part of a team, in effecting a supportive on-call system on an agreed rota basis.
· To assist in developing the work of the Trust, with a view to widening its activities and increasing its footprint.

Operational Support:
· To ensure the efficient day to day running of a full, and comprehensive Housing Support service and to ensure the smooth running of the housing support teams.
· In conjunction with the Operations Manager, and HR Officer, to ensure that all HR/practice issues, that effect the day to day running of the Trust, are effectively responded to and recorded appropriately.
· In conjunction with the HR Officer, to be involved in investigation or disciplinary matters.
· With the Operations Manager, to ensure all issues/complaints/incidents are addressed appropriately, and within agreed timescales, and to have specific responsibility for dealing with any appeals.
· To ensure that all shifts, within the Housing Support Rota, are covered appropriately and that the Rota is updated electronically when relevant.
· To facilitate regular staff team meetings, ensuring that appropriate minutes are taken and subsequently disseminated.
· To be the day to day operational contact for the Concierge Service. 

Staff Management:
· To provide management support and effective leadership to all members of staff.
· To work alongside the Operations Manager and HR Officer in the recruitment and induction of staff members to the FPRS/Housing Support team.
· To take a lead role in the induction of housing support staff.
· Motivate staff to remain committed to achieving the overall aims of the Trust.
· To take a lead role in ensuring that staff receive regular supervision/review and that agreed training and development needs are met
· To record staff absence and conduct Back to Work interviews, recording appropriately.
· To record all annual leave/staff absence appropriately; reporting any concerns to management in a timeous manner.
· To take an active role in ensuring the dissemination of information between management and staff.
· In conjunction with the Operational Manager, to identify required training and to deliver in-house training to staff as required.
· To undertake a pastoral role within personnel/HR sphere and to record any discussions/ actions in the appropriate manner.

General:
· To ensure the promotion of Equal Opportunities and Anti-Discriminatory practice in all areas of work.
· To work within the Trust’s Policies and Procedures.
· To keep up to date with current housing and other relevant legislation and developments in the housing, homelessness, voluntary and statutory sectors.
· To attend team meetings and supervision where required.
· To undertake training courses as requested by management.
· To work flexibly, and co-operatively, so carrying out any other duties as, and when, required by the Operations Manager.



Contingencies:
It is in the nature of the work of the Trust that tasks and responsibilities are, in many circumstances, unpredictable and varied.  The Senior Housing Consultant is expected to work flexibly in the best interests of the Trust when tasks, which are not specifically identified in this document, have to be undertaken.  These additional duties will, normally, be compatible with the regular type of work.  In consultation with the Senior Housing Consultant, should additional responsibilities or tasks become a fundamental part of their job, these will be added to this job description. In situations where other members of staff are absent or where unplanned circumstances threaten the work of the Trust, the Senior Housing Consultant will operate in a flexible manner within his/her capabilities to ensure that the immediate needs, or services provided by the Trust, are covered.





















Person Specification - Housing Support Senior Housing Consultant

Introduction

This person specification has been drafted to provide a clear and consistent method of selecting candidates for this post.  It identifies the key skills, abilities and attributes which a successful applicant will demonstrate.  Candidates applying for this post will need to demonstrate they possess the required knowledge and have experience of successfully applying their skills.

	Attribute
	Essential
	Desirable

	Education / Qualifications
(Application form)
	SVQ Social Services and Healthcare SCQF Level 9

	

	Experience
(Application form and interview)

	The ability to provide a consistently high quality of service across the different services offered by the Trust

Experience of line managing a team.

	

	Knowledge 
(Application form and interview)

	Knowledge of housing support, housing and homelessness.

Knowledge of SSSC Codes of Practice and Health & Social Care guidelines. 

	Knowledge and understanding of the voluntary sector

Knowledge of issues surrounding homelessness and relevant knowledge of housing

Knowledge of Employment Law as it affects employers and employees

	Skills
(Application form and interview)

	Good organisational and administrative skills

Ability to communicate verbally and in writing with a wide range of people 

Good time management skills, ability to work under pressure, to meet deadlines and to prioritise and organise workload

Ability to facilitate effective team working

Ability to adapt quickly within a multi-faceted role.

Knowledge and experience of using Microsoft Office software
	Willingness to lead in-house staff training

Ability to manage a team rota and on call system

	Attitude 
(Interview)
	Commitment to the aims of the organisation

A commitment to the policies and procedures in place within the organisation

Willingness to undertake continual professional development
	

	Personal Circumstances
(Application)
	Appropriate Disclosure Scotland/PVG return

Willingness and ability to undertake work outside of core working hours

Full driving licence

SSSC registration
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