
The Sheppard Trust
Position Description 
Job title:  		Housing Scheme Assistant (six month contract)
Responsible to:	Housing Scheme Manager
The Sheppard Trust is an almshouse charity which provides homes for older women in need who share common community values. Our new building at 82 Hurst Road has 60 affordable independent flats, with communal facilities. Our residents live independently in their homes, with assistance from staff to access the appropriate support services to maintain independence. We aim to create a neighbourly community spirit and sense of belonging.
The Trust’s vision is that our residents have:
· safe, warm, and secure well-maintained homes
· independent living with on site support, practical help, and access to care
· homes where they can ‘age in place’ and maintain quality of life.
· an opportunity to feel part of a supportive and engaged community.

Overall job purpose:  
The first six months will be especially busy and so this role has been created to support the Housing Scheme Manager with all the different aspects of setting up in the new building and settling everyone in.   To work as part of a small team to maintain high standards and achieve the Trust’s aims and objectives.
Key tasks
1	Building set up and management 
· Assist with various aspects of setting up the building, helping to ensure everything is ready for our first residents to move in.
· Carry out or assist with routine health and safety checks as directed by the Housing Scheme Manager
· Be alert to building defects and report all issues to the Housing Scheme Manager.
· Assist with setting up maintenance recording and logging.
2	Housing management assistance
· Assist with enquiries from residents and prospective residents.  
· Conduct “show rounds” and pre-move visits for those due to move in, explaining the features of their flats and the building.
· Assist with preparing welcome packs and paperwork for new residents moving in
· Assist with setting up resident and other records on Charity Log
· Assist on move in days and with resident induction
· Assist residents with “move admin” such as setting up utility accounts
3	Working with residents
· Act as the “front desk” as part of a rota, being available for residents and visitor enquiries
· To provide excellent customer service with empathy and patience
· Deal with queries and issues raised by residents, resolving issues where possible and passing them on where appropriate
· Contribute to welcome events and other activities that encourage social interaction and enhance wellbeing,   
· Recognise and respect the individuality and privacy of residents and contribute to safeguarding residents from abuse, reporting any concerns. 
4	To assist with the general running of the Sheppard Trust
· To be part of a shift-working rota, sometimes acting as on-site Responsible Person for the building, responsible for building security and responding to any emergencies.
· Contribute to maintaining a safe environment for residents and staff, and report any faults, defects or health and safety issues for attention.
· Manage guestroom bookings. 
5	To work as part of a small team 
· Work within a team in a collaborative and co-operative manner, supporting colleagues and attending team meetings. 
· Record and share information appropriately and confidentially and ensure resident records are up to date and secure.
· Be aware of the Sheppard Trust’s policies and procedures and carry out your responsibilities and duties in accordance with them.
· Follow safeguarding policies and act accordingly.
· Undertake all core training required for this post.
· Cover for colleagues when absent, within reason, and undertake any other delegated tasks and responsibilities that are reasonably requested. 

Safeguarding: The Sheppard Trust is wholly committed to the care and safety of adults at risk and believes everyone has the right to live a life that is free from harm and abuse. All our staff are expected to share this commitment. 


The Sheppard Trust
Housing Scheme Assistant - Person specification
Experience
Experience in the housing sector, or of working with older people, would be a strong advantage for this role, but if your experience is elsewhere we also value demonstrable transferable skills, lived values and the ability to learn quickly.

Skills and knowledge
Listens and communicates effectively verbally and in writing with a wide range of people. 
Confident organising and prioritising a varied workload.
Able to keep accurate records and follow administrative systems.
Strong IT skills (we use Microsoft Office)
Knowledge of data protection principles and ability to apply them in practice
Understands and applies professional boundaries.
Understands and applies basic health and safety procedures. 
Knowledge of safeguarding principles and practices

Attitudes and values
Positive “can do” approach, able to “hit the ground running”.
Prepared to work flexibly in hours and working practices when needed.
Able to work well with colleagues for the team purpose.
Reacts positively to change and improvements, willing to undertake training.
Polite and respectful manner, particularly to residents 
Able to react calmly in a crisis, remain calm and patient and resolve conflict.
Commitment to respecting diversity and inclusion










Housing Scheme Assistant
Main terms and conditions
Fixed term contract:  six months starting in mid July 2026.
Salary: 	£28,000 per annum (pro rata), paid monthly.  
Pension:	Social Housing Pension Scheme, Defined Contribution section. The Trust will match employee contributions up to a maximum of 6% of salary.
Annual leave:	 25 days per annum plus bank holidays.  Because the service operates across bank holidays there may be occasions when you are required to work on a bank holiday and you will instead be able to take a day off in lieu as agreed with your line manager. 
Hours: 	40 hours per week including breaks totalling 1 hour in each 8-hour shift.  These hours will be worked at times to be agreed between 8am and 8pm  Monday to Friday.  Flexibility in your hours of work may be required from time to time due to the demands of the post and residents’ needs. Occasionally additional hours may be required for which time off in lieu will be given. 
In exceptional circumstances you may also need to advise or attend in an emergency, for which time off in lieu will be given.
Lone working:  This role may require some lone working.
This post is considered to be working in regulated activity with adults at risk and accordingly an enhanced DBS check is required as a condition of employment.

This information is given for general information only and is not contractual. A full statement of terms and conditions will be supplied with any offer of employment.
