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	Work type
	☐ Home based
	☐ Agile
	☐ Field
	☒ Fixed

	Location
	Somerset – Yeovil – Fixed Base Rainbow Court – Also floating support for Swan Haven, Gold Croft and Swift Lodge

	Service or department
	Operations – Housing - Somerset Additional Housing Management Service - Yeovil

	Reporting to (title)
	Service Manager

	Responsible for staff
	☐ Yes               ☒ No

	Budget manager
	☐ Yes                ☐ No

	

	

	Disclosure and Barring check
	If a new or revised role, the level must be assessed by the People Team
Enhanced Disclosure with Adults Barred List

	Pay band / Job role level
	2. Senior Support
	Evaluated On (Date):
	07/03/2025
	Job Code Reference:
	Click or tap here to enter text.
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Post Details
	Overview of the role purpose:

	Working with an allocation of tenants, you will provide a robust intensive housing management service, supporting vulnerable individuals who experience mental ill health in promoting independence and empowering sustainment of tenancies. 
You will be required to assess the needs and risks of tenants and work in a person centred and personalised manner in order to enable individuals to sustain their tenancy. 
The role involves tenancy sign ups and property re-lets, processing referrals, day to day running of a service, and health and safety of the schemes we manage.




Service/Team Description
	Overview of the service or team:

	Our housing services provide a supportive home environment that paves the way to greater independence and recovery. We help people to maintain their tenancy as well as providing access to social activities, further education, employment, and training.
In Yeovil, Rethink Mental Illness has 4 separate low-need supported housing services for people aged 18 years and over who are affected by mental illness. The services are:-
· Goldcroft Court – 10, one-bedroom self-contained flats, with the main staff office being on-site
· Rainbow Court – eight, one-bedroom self-contained flats and a separate one- bedroom house
· Swan Haven – four, one-bedroom self-contained flats
· Swift Lodge – 11, one-bedroom self-contained flats
The services provide housing-related support to people who are at risk of not accessing or sustaining a home because of their mental health, vulnerability and/or a history of housing-related problems. People can stay in the service for up to two years, with the aim being to move people on to lead more independent lives in their own accommodation. There is an out-of-hours housing related on-call service. Service users can also be signposted to appropriate services for other, none housing-related support.







	Team structure:

	













What I do and achieve 
	What I do:

	· I ensure that housing management functions, including voids and lettings, rent and service charge arrears, anti-social behavior and other tenancy breaches, health and safety and fire checks, and repairs and maintenance are carried out to a high standard and in a timely fashion and in line with any relevant Management Agreements. 
· I ensure that all compliance checks i.e. gas, electric, legionella, fire alarm etc. are completed by their due date and that the relevant certification is received and filed appropriately. 
· I complete regular property inspections and health and safety checks to ensure the service is health and safety compliant and is secure ensuring that any health and safety concerns are addressed immediately. I will be involved in the service risk assessments. 
· I report and arrange maintenance works required, liaising with the relevant housing association or contractor and ensuring all works are completed. 
· I facilitate property access for contractors as required. 
· I maintain a property inventory and a cycle of repairs and replenish any items required in liaison with the Service Manager. 
· I ensure that properties are ready to let as soon as possible after they are void, completing pre-tenancy end inspections, organising void works, keeping the voids tracker and logs up to date, closing down utilities and ensuring utilities supplies are available to allow void works to be completed. 
· I ensure that safeguarding, incidents, accidents and near misses are reported and responded to appropriately and reported to the Service Manager.  
· I hold regular meetings with tenants with regards to all aspects of their tenancy, e.g. property maintenance/management, arrears. Providing information, advice and guidance to enable tenants to understand their responsibilities and support them to develop effective strategies to manage those responsibilities. I fully record all contacts. 
· I complete and review a support plan’s and risk assessment’s with each individual detailing all elements of support required, including any signposting required in order for their tenancy to be maintained and devising plans to manage risks to themselves, their tenancy and others to ensure safety is managed. 
· I deal with all aspects of ASB/tenancy breaches in liaison with Housing Management Officer (HMO) and Service Manager. 
· I collect rents and service charges and bank monies. Address rent arrears and recharges agreements where required, monitor payments, reporting any issues to the HMO/Service Manager. 
· I complete tenancy sign ups at the earliest opportunity, ensuring tenants understand the terms and conditions of their Licence/tenancy agreement. I complete associated sign up paperwork, including core lettings logs, forms for housing associations and internal documentation. 
· I ensure that all paperwork relating to housing benefit claims is completed at sign up, or at the earliest opportunity afterwards. I report any concerns with Housing Benefit to the HMO. 
· I maintain office function, mail, and deal with service enquires. 
· I screen and acknowledge incoming referrals, deal with referral enquires, completing assessments and gathering further information where required overseen by HMO and Service Manager. 
· I liaise with relevant agencies and engage with community events, fundraising, meetings and forums to promote the services and Rethink Mental Illness across Staffordshire. 
· I ensure Petty cash claims are completed and submitted in a timely manner. 
· I participate in the monitoring requirements of the service by providing statistical and qualitative information requested by the Service Manager. 
· I proactively contribute to continuously improving the service by making positive suggestions, providing constructive feedback and assisting in the implementation of agreed new ways of working.  
· I will deliver individual packages of support to tenants where required and where extra funding is granted, separate from Housing Benefit to enable a tenant to live more independently within the community.





Who I am
	I have the essentials covered:

	· I have experience of providing support to people with a mental illness in a comparable role, preferably in a housing environment.  
· I have excellent administration, organisation and planning skills. 
· I am competent in the use of IT systems including Microsoft applications, email and internet. 
· I have a good understanding of tenancy/housing management practice, lettings procedures, relevant legislation and current issues within the housing sector 
· I have a good understanding of Welfare Benefits, Housing Benefit and Universal Credit 
· I have a good understanding of health and safety and risk management. 
· I am experienced in providing a first-class customer service and I can communicate effectively at different levels, both face to face and over the telephone. 
· I exercise good judgment and to look positively for solutions rather than obstacles  
· Ability to motivate people and achieve positive outcomes 
· I have excellent communication and literacy skills, able to produce clear, concise reports, correspondence and notes. 
· I enjoy working in a fast-paced busy environment. 
· I am commitment to collaborative working internally with colleagues and externally with partners to ensure a quality service is delivered. 
· I am comfortable with lone working 
· I have my own transport  

	I may also have:

	I have a QCF Diploma or NVQ level 3 (or working towards) or an equivalent qualification in a housing related discipline or mental health.  



What I value and how I will behave 
	I can demonstrate and apply Rethink Mental Illness values of:

	· Passion - We are passionate about leading the way to a better quality of life for everyone severely affected by mental illness.
· Commitment - We work tirelessly to provide support for everyone severely affected by mental illness.
· Openness - We are open and transparent in all our work with beneficiaries, supporters, partners and the public to achieve change for people severely affected by mental illness.  
· Hope - We offer hope of a better quality of life for all those severely affected by mental illness.
· Expertise - We constantly use our expertise to provide practical and personal support for people who are severely affected by mental illness.
· Understanding - People who are severely affected by mental illness are at the heart of everything we do in our organisation – our membership, our governance and our workforce. 
· Equity - We believe that in a world where discrimination and disadvantage exist treating people with equity is critical to ensure justice and fairness for all.

	I can apply and demonstrate Rethink CARES behaviours of:

	· Connect – We work together, we celebrate together
· Accountable – We do what we say we will do 
· Respect – We believe everyone counts 
· Evolve – We challenge, we listen, we change 
· Success – We deliver results



	General Duties:

	· I will act in accordance with the provisions of Data Protection legislation (as amended). 
· I will ensure all records, personal, staff and client data are managed in line with Data Management and Information Governance policies, relevant legislation, codes of practice or contractual obligations.
· I will comply with legal and regulatory requirements such as provisions set out in the Health and Safety at Work Act 1974.
· I will act in accordance with the charity’s Health & Safety and Safeguarding policies and to notify your line manager promptly if there are any concerns.
· I will participate in regular supervision and appraisal and undertake any relevant training.
· I will work in accordance with the charity’s national policies and local operating procedures and those of external regulators or professional bodies.
· The list of duties is not exhaustive; the line manager may stipulate other reasonable requirements and projects commensurate with the general profile and grade of the post.




Service Manager


Team Leader


Housing Management Officer


Housing Management Support Worker
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