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PERSON SPECIFICATION FOR SHELTERED SCHEME MANAGER
	No.
	Education and/or Experience
	Priority

1 / 2

	1.
	Experience of housing, support or care services for older people.
	2

	2.
	To hold National Wardens’ Certificate, Level 3 Certificate in Housing* or an equivalent qualification in health or social care.

	2*

	3.
	Up-to-date certificate in First Aid

	2

	
	Knowledge
	

	4.
	Knowledge of computer systems confident in use of computer packages such as email, Word, and Excel.

	1

	5.
	Knowledge of the Sheltered Housing Code of Practice standards and how they translate to the work of a Sheltered Scheme Manager.

	2

	6.
	An understanding of the Health & Safety Act & Equality legislation.


	2

	7.
	An understanding of the needs of older people.

	1

	8.
	An understanding of the needs of ex-Armed Forces personnel.

	2

	
	Skills and Abilities
	

	9.
	The ability to communicate effectively both verbally and in writing.  


	1

	10.
	A willingness and ability to work collaboratively and supportively with others to solve problems.

	1

	
	Competencies
	

	11.
	Planning and Organising:

· Has an organised, efficient and structured approach to work.  

· Has the ability to prioritise tasks appropriately.  

· Has the ability to use time efficiently.

	1

	12.
	Managing Relationships:

· Has an open, friendly and polite approach.

· Has the ability to relate to people at all levels.  

· Able to defuse difficult situations and sensitive to others’ needs.  

· Always strives for a “win win” outcome.

	1

	13.
	Continuous Improvement:

· Always suggests better ways of doing things.  Keen to adopt and promote best practice in a structured way across the team.  

· Improves service standards by individual and organisational performance.

	1

	14.
	Customer Focus:  
· Always adopts a positive & professional approach in all customer dealings and strives to provide the best customer service.

	1

	15.
	Behaving Ethically:

· Adopts and embraces the vision and values of CESSA HA.  

· Honest, open and ability to maintain confidentiality.

· Seen as fair and unbiased, dealing with issues fairly and firmly.  

· Takes personal responsibility for actions.
	1

	16.
	Managing Performance:

· Checks that reporting members of staff are clear about what is expected and monitors their performance.  

· Ensures that tasks, targets & desired outcomes are clearly defined.  

· Deals promptly and efficiently with poor performance.  

· Understands and feeds into the ongoing implementation of management processes and procedures.

	1

	
	Other
	

	17.
	Physically fit to undertake all duties relevant to the post.


	1

	18.
	An ability to drive, with a clean driving licence and access to a vehicle for occasional use at work.

	2

	19.
	Understanding Safeguarding (working with vulnerable adults
)

	1


Priority 1 – Essential criteria which the applicant must have to be appointed.  
Priority 2 – Desirable criteria which may be learned or developed post appointment.  
Note: 2* If one of these qualifications is not held, a job offer is contingent on an undertaking to acquire the* one by distance learning soon after joining.
For Shortlisting purposes, applicants will be selected using Priority 1 criteria.

� Note: A Disclosure & Barring Service check must be passed before employment can be offered.





