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ASHFIELD HOMES LIMITED

JOB DESCRIPTION

Section 1

DIRECTORATE:
          Housing Services


DIVISION:
          Supported Housing Services
POST TITLE:
          Community Alarms & Marketing Officer


JOB GRADE:
          SCALE 6
RESPONSIBLE TO:             Support Services Supervisor



CAR USER:
          Essential Car User




LOCATION:
          Ashfield Homes Limited, Head Office, Sutton-in-Ashfield, or any    

                                              other administrative location within Ashfield.
SPECIAL CONDITIONS

1. The Postholder must hold a full driving licence and have access to a motor vehicle during working hours, which must be insured to the Company’s requirement.
2. The Postholder will be on a rota for being “on-call” outside of normal working hours, for which an additional payment will be made.

Section 2
OVERALL JOB PURPOSE

The Community Alarms & Marketing Officer will be responsible for pro-actively marketing and promoting the service into all sectors of the Ashfield community including the private sector and look at good practices laid down by other Organisations as well as carrying out demonstrations of the Community Alarms service to potential Service Users.  
To install community alarm equipment in the homes of residents and undertake home visits to ensure it is operational and working properly, and that residents understand how to use the equipment.
To provide cover in the Support Centre when required which may include some night and unsociable hours working.
Section 3
KEY TASKS AND RESPONSIBILITIES

1. The Community Alarms & Marketing Officer must acknowledge and react immediately to any call received by telephone and attend residents requiring assistance and/or information regarding their Community Alarm equipment and take appropriate action.  Maintain a written record of all call-out’s/incidents and action taken and monitor and record all faults and returns.
2. The Community Alarms & Marketing Officer must be contactable at all times when on duty.

3. When visiting any resident, complete the appropriate visiting form, noting any concerns relating to the resident and/or the property.  Ensure that appropriate records are completed and updated as required.

4. The Community Alarms & Marketing Officer is responsible for identifying any equipment failure and ensuring all equipment is maintained and fully operational.

5. To install community alarm equipment in the homes of residents and undertake home visits to ensure it is operational and working properly, and that residents understand how to use the equipment.

6. To ensure that all new residents are provided with information on the use of intercom equipment and details of the service provided
7. To assist with the control and audit of stock and ensure all records relating to the service updated and accurate.
8. To assist with the cleaning and maintenance of intercom equipment. 
9.

The Community Alarms & Marketing Officer will provide cover at the Support Centre when required, and will follow the procedures set down in the Procedural Manual for dealing with calls made to the Support Centre.

10.
To undertake consultation with Service Users in sheltered schemes regarding fire safety.
11.
Keep all notice boards updated within the sheltered schemes.
12.
The Community Alarms & Marketing Officer will need to actively promote the Company’s Supported Housing Services, to ensure that the service is compliant with Supporting People Funding regime.  This will include demonstrations at the Company’s Road shows, focus/forum groups and presentations to potential Service Users to the system.
13.
The Community Alarms & Marketing Officer will need to work within guidelines set by the Supporting People Team.

14. The Community Alarms & Marketing Officer must follow all the procedures laid down for the service in the procedure manual.
15.
The Community Alarms & Marketing Officer must familiarise themselves with all aspects of equipment used by the service.

16.
Ensure completion of all administrative records as specified by the Support Services Supervisor and assist with the development, updating and maintenance of an appointment system.
17.
To undertake all relevant health & safety duties and ensure full compliance with the Companies Health & Safety Policy, this will include maintaining a log book on all accidents and emergencies.
18.
Promote and encourage tenants, leaseholders and residents to take part effectively in consultation and local housing decision making processes.
19.
To be on a rota for being “on-call” outside of normal working hours, responding to situations identified through the Support Centre where a resident may require assistance.  Ensuring appropriate action is taken to resolve the issue.
20.
Market and promote the service and Community Alarms provision to increase customer base and facilitate Assistive Technology.  This will include ongoing research and profiling into the eligibility of current Ashfield Homes tenants for the Community Alarms & Care Co-ordinator Visiting Service. 

21. To develop specific marketing techniques to promote the current service and to expand into the private sector.  The Community Alarms & Marketing Officer will be expected to develop and adopt best practices.
JOB ACTIVITIES

The principal job activity is to ensure the Support Centre equipment systems are fully operational, and to actively market and promote the Service to tenants and residents alike.  This includes examining best practices laid down by other Organisations.  The Community Alarms & Marketing Officer will personally attend any incidents which occur in relation to the Community Alarms equipment and take the appropriate action to resolve the problem.   The Community Alarms & Marketing Officer will be responsible for carrying out installations, repairs and maintenance of Community Alarms and associated equipment ensuring that the Company’s Key Performance Indicators are met.  
PERSONAL REQUIREMENTS

1. Type of Experience

The Community Alarms & Marketing Officer will ideally have experience of Community Alarms and Assistive Technology available as well as working with older people or people with special needs.  They will be able to demonstrate an ability to promote the service in order to increase customer base and to facilitate Assistive Technology.  An experience of dealing with intercom equipment would be advantageous.   This will include carrying out presentations to partner agencies, Service Users and the private sector.
2. Qualifications

Whilst it would be desirable that the Community Alarms & Marketing Officer has a Nationally recognised qualification, this would be balanced against relevant experience, examples of which could include marketing, knowledge of service available to older people and people with special needs and an understanding of technology.
3. Contacts with People
The Community Alarms & Marketing Officer will communicate and have contacts with residents, and their designated next of kin, officers of Ashfield District Council, Ashfield Homes Limited and people representing or working for services available for older people and people with special needs.
The Community Alarms & Marketing Officer will have to exchange and explain information of a very important (lifesaving) nature.
4. Creativity and Innovation

The postholder will use various means available in order to carry out research into good practices of other ALMO’s and eligibility of current and potential Service Users.  
5.
Accountability
The Community Alarms & Marketing Officer will have limited shared individual accountability for and control of resources within the Support Centre. The Community Alarms & Marketing Officer will be required to prepare formal written reports, written notes and keep records on various matters.  They should draw their Manager’s attention to any system/process which does not appear to be working adequately and be able to actively promote the Supported Housing Services.
The postholder must carry out their duties prudently in order to ensure that the resources used to deliver the service are used effectively and efficiently.
5. Impact

The job involves dealing with enquiries from individual residents, and their relatives, general enquiries from members of the public and enquiries from other statutory and voluntary agencies.  The postholder will actively promote the service to ensure the provision of services to be fully supported through the supporting people funding regime.

6. Managerial and Supervisory Responsibility

The Community Alarms & Marketing Officer will be responsible for day to day operations of the Support Centre in the absence of the Support Services Supervisor.
7. Independent Action

The postholder will be responsible for making sensible and responsible decisions when responding to a call, especially those of an emergency nature.  The Community Alarms & Marketing Officer will be responsible for the smooth and efficient operation of the Support Centre system, taking appropriate action in dealing with any enquiry.

8. Special Attributes

The Community Alarms & Marketing Officer must be sensible, responsible and have a reasonable and common sense approach when dealing with emergencies of older people and people with special needs.  They will support the concept of providing an excellent service to tenants, residents, and members of the general public who use the service.  
All employees must respect residents and have a genuine interest in older people and people with special needs, be able to deal with residents sympathetically and in a caring manner, whilst being firm and assertive if appropriate.  The postholder must be organised, able to work under pressure and have a total commitment to providing and promoting an efficient and caring service.  Employees must be particularly sympathetic to service users who may have problems expressing themselves. 

9. Physical Requirements

The Community Alarms & Marketing Officer must comply with the dress code, and be able to undertake home visits, be able to operate facilities and equipment at the Support Centre and used in the service.  The Postholder must hold a full driving licence, have access to a vehicle and be prepared to carry Community Alarms equipment in their vehicle during working hours.
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PERSON SPECIFICATION
Post:
Community Alarms & Marketing Officer
Directorate:
Housing Services

Division:
Supported Housing Services
Base:
Ashfield Homes Limited, Head Office, Sutton-in-Ashfield, or any other administrative location within Ashfield. 
JOB CRITERIA
	
	
	Essential (E)
Desirable (D)
	Source of Evidence
(A) (I) (T)

	Skills
	Ability to prepare presentations and deliver to internal/external Organisations and Service Users.
Highly effective communication skills particularly dealing with the elderly and vulnerable

Good communication skills for dealing with correspondence and writing reports
Researching skills i.e. looking at best practice
Good organisation skills to use with filing and appointment systems and organising  workload
Competent typist and/or word processor

Ability to work on own initiative within a framework of identified procedures and protocols
	E
E

E
E
E

E

E
	I/T
I

A/I/T

A/I

A/I/T
A/I

A/I

	Knowledge
	Knowledge of other agencies, such as Social Services, Health Authority and voluntary services 

Knowledge of Supporting People
Knowledge of Data Protection– retaining and divulging of personal data
Working with windows based computer packages

Good understanding of technology i.e. assistive technology/community alarms.

First Aid or medical knowledge
	D
D

D
E
D

D
	A/I
A/I
A/I

A/I
A/I
A/I

	Experience
	Experience of working within an office environment

Experience of working in a customer focused environment

Experience of working with older people and people with special needs 
Dealing with intercom equipment 

Experience of working in a marketing role

Experience of having to deal with emergencies and think-on-your-feet type situations
	E
E

D
D
D
E
	A/I
A/I/T

A/I

A/I

A/I

A/I/T

	Other Requirements of the Job
	Must hold a full driving licence, and have access to a motor vehicle during work hours.
Ability to work under pressure and meet deadlines

Flexibility in working hours

Positive attitude
Able to empathise
Methodical approach to work
	E
E
E

E

E

E
	A
A/I/T

A/I

I

A/I

A/I/T



	Comments/Reasons for Rejection
	
	
	


Disability Discrimination Act 1995

The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made.

If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the short listing stage.
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