
 
Roles and Responsibilities - Independent Living Managers 

 

Task Regional Manager Area Manager Team Leader/SPM/ Team Managers 

Management Lead on creating an open, 
honest and collaborative 
culture across the service, 
coaching managers within the 
region and modelling the way 
on our vision and values, 
managing the impact of 
behaviours on colleagues. 

To lead on the recruitment, 
training and development of staff 
during inductions and ongoing 
training needs. 

Manage a team in the delivery of 
services within the sheltered schemes. 
Ensure training is undertaken in-line 
with mandatory requirements. Manage 
staff performance through 121’s and 
MY reviews. 

Culture and 
engagement 

Lead on staff engagement 
and creating a culture of 
learning and continuous 
improvement, where teams 
are empowered to put the 
customers first. 

Manage, motivate and engage 
team members to strive for 
excellence and to engage and 
communicate positively with 
customers. Ensuring based on 
site at least once a week. 

Promote positive engagement of 
customers in all aspects of scheme life. 
Leading customer meetings and 
ensuring the meetings have positive, 
productive outcomes. Ensuring out on 
site at least twice weekly. 

Polices and 
procedures 

Lead on policy changes, 
providing clear direction and 
ensuring they meet the needs 
of older and vulnerable 
customers across Orbit. 
 
 
 
 
 
 

Ensure the implementation of 
policies and procedures is robust 
and % audits and operational 
practice are reviewed. 
Constructively challenge existing 
practises, sharing best practice 
and finding solutions to problems. 
This includes supporting the 
scheme teams in managing the 
safeguarding case, ensuring 
actions are recorded and cases 

Monitor the teams implementations of 
processes and procedures to ensure 
effective delivery of the service. Also 
ensure that all wellbeing and housing 
compliance checks are completed, 
recorded and any necessary actions 
are taken. This includes ensuring the 
safeguarding concerns are reported. 



 
 
 

are closed when necessary 

Performance To develop and sustain 
constructive relationships with 
key stakeholders, to support 
business growth aspirations. 
Understand the regional 
trends and issues in respect 
of housing and services for 
older and vulnerable 
customers, ensuring of asset 
investment and service 
development. 
 
 
 
 

To meet KPI’s and team targets 
and achieve high levels of 
performance and customer 
satisfaction. Challenge poor 
performance that has not met 
target and ensuring measures are 
in place to achieve target. Report 
on performance. 

Responsible for the day to day 
operations in the area, including 
liaising with the lettings team on voids 
to ensure we let them as quickly as 
possible, task boxes are managed and 
customer queries  are answered swiftly 
and FRA actions are actioned swiftly, 
noted and closed down. 

Budgets and 
management 
accounting 

Accountable and responsible 
for authorisation of staffing 
resources and budgets with 
the region. 

Manage local scheme budgets, 
including staffing and improve 
financial performance and value 
for money. Liaise monthly with 
the finance team to ensure the 
salaries are proportioned 
correctly for service charge 
purposes. Audit the accounts 
monthly for income received.  

Maintain effective systems for 
collection and administration of monies 
from lettings the guest bedrooms and 
communal rooms, ensuring all 
auditable accounts are available at all 
times, seeking VFM at all times. 

Collaborative 
working with 
other teams 

Working with other regional 
managers and teams to 
coordinate Orbits activities 

Ensure strong inter team 
relationships are developed and 
sustained within the organisation 

Liaise with other teams across the 
Organisation such as the lettings, 
CSAF and income teams to ensure 



 
across different departments 
and contribute to the 
development and 
implementation of regional 
strategies. 

and with service delivery partners 
so that problems can be 
overcome and a seamless 
service delivered. 

effective and seamless delivery of the 
service to customers. 

Complaints  Ensure complaints are answered 
promptly and managed to 
resolution.  

Support the area manager in gathering 
information for the complaint to be 
resolved swiftly. 

Health and Safety Observe and comply with 
policies and procedures for 
health and safety at work. 
Promoting equality of 
opportunity and compliance 
and create a positive health 
and safety culture 

Ensure that all risks are 
proactively identified and 
managed to resolution and that 
health and safety polices and 
requirements are understood and 
complied with. Ensuring the risk 
assessments meet the need of 
the role, staff understand and will 
comply with them. 

Ensure the team member’s e learning 
is always up to date, lone working 
arrangements are in place and devices 
are used and tested weekly. Ensuring 
teams are reporting near 
misses/incidents and accidents. 
 
To ensure that RA are being adhered 
to and any changes needed are 
highlighted to the area manager. 

 


