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ADULLAM HOMES HOUSING ASSOCIATION 
LIMITED

Job Description
-----------------------------------------------------------------------------------------------------------------

LOCATION

High Support Services, Liverpool, Merseyside 
-----------------------------------------------------------------------------------------------------------------

OUR MISSION 

STATEMENT    “Restoring hope and dignity through quality housing and support”
-----------------------------------------------------------------------------------------------------------------

OUR VALUES    
Valuing the Individual

Integrity and Fairness

Striving for Excellence

-----------------------------------------------------------------------------------------------------------------

ASSOCIATION   
Adullam Homes provides quality accommodation and support through an organisation motivated and informed by Christian principles. 

-----------------------------------------------------------------------------------------------------------------

JOB GRADE

Scale Point 8 – 15

--------------------------------------------------------------------------------------------------------------

JOB TITLE

 Concierge Night Worker

-----------------------------------------------------------------------------------------------------------------

SALARY

£13,084 – £ 15,965 average of 35 hours per week




Worked on a rota basis
-----------------------------------------------------------------------------------------------------------------

SUPERVISED BY
Housing Support & Resettlement Manager
-----------------------------------------------------------------------------------------------------------------

RESPONSIBLE FOR
There are no staff supervisory responsibilities attached to this post

-----------------------------------------------------------------------------------------------------------------

1. OVERALL PURPOSE OF THE JOB 

The post holder will provide night concierge for the service to keep the building safe and secure. They will also be a point of contact for service users who may require support in an emergency or crisis situation.  They will ensure that a good standard of professional service is given and will be required to working within the Association’s Policies and Procedures.  
2. 
MAIN DUTIES OF THE JOB

2.1 
Security and Welfare

· To ensure the security of the premises at all times when on duty.

· To keep a record of all significant events during the period of duty.

· To record and report any incidences involving the residents’ mental, physical, or emotional state to the appropriate staff member at handover.

· To respond to challenging behaviour and manage confrontation as trained, and by alerting the appropriate emergency services if required.
· To maintain good working relationships with residents.

· To liaise with other agencies as necessary.

· To respond to the fire alarms, as trained, if they activate during the period of duty.

· To comply with the Association’s policy and procedure regarding confidentiality

2.2 

Concierge Duties (Replaces domestic Duties)
· To monitor and manage access into the building ensuring that only residents, their invited visitors, and professionals carrying out their duties are allowed access.

· To operate and manage CCTV equipment.
· Ensure adherence to Health and Safety regulations appropriate to the building and service.

· To regularly patrol and inspect all communal areas, including office space, ensuring that they are kept clean and free of hazards including carrying out any immediate cleaning to ensure this.
· To record patrols and inspections. 

· To report repairs and maintenance issues.

· To help prepare flats/rooms for new residents as required.

2.3 

General

· Ensure handovers at the start and end of shift with operational staff

· Attend team meetings when required.

· Participate in supervision and support sessions, and an annual appraisal.

· Attend training as required both for core subject areas, and additional training if identified to fulfil the role.
· To comply with the Association’s procedures for reporting in and out of the workplace.

· To work to Adullam Mission Statement, Values and Behaviours.
3.  HEALTH AND SAFETY

· To be aware of the policies of the Association, to ensure that such policies are carried out and good practice is maintained.

4.  AS A TEAM MEMBER

· To be part of the staff team who are committed to promoting the aims and objectives of the Association.

· To be part of a team who offer a wide range of skills and resources.  

ADULLAM HOMES HOUSING ASSOCIATION 
LIMITED

Person Specification

PLEASE ENSURE ALL THESE POINTS ARE EVIDENCED IN

YOUR APPLICATION FORM

Post:
Concierge Night Worker        Location:  High Support Services, Liverpool
	ESSENTIAL:

Knowledge/Skills

Awareness of the issues faced by vulnerable adults
Ability to manage the safety and security of the residents and buildings

Good verbal and written communication skills with vulnerable adults and external agencies
Record keeping skills

Ability to identify and report repairs 

Understanding of the need for confidentiality

Ability to respond appropriately to challenging behaviour 

Essential Behaviours
Flexible

Professional 
Positive and enthusiastic

Approachable

Other

A commitment to work within the Christian Ethos of the organisation

A commitment to working within the Associations’ Equality & Diversity Policy



Concierge Night Worker 

Dec 2011

