
 
 

 
JOB DESCRIPTION 

 
JOB TITLE: House Manager  
 
COMPANY: Peverel Management Services Limited 
 
MAIN PURPOSE OF THE JOB 
 
To effectively and professionally manage the development while providing a safe, 
secure and well maintained environment to Residents, as befits the leading manager 
of retirement housing and related services in Great Britain. 
 
Please note the House Manager is not required to provide nursing care. 
 
POSITION IN ORGANISATION 
 
Reports to Area Manager, liaising with other House Staff, Regional Estates staff, 
Accounts Administration Department, Personnel, Payroll and Training Department, 
Retirement Homesearch, CarelineUK (Cirrus Communications) and the Marketing 
Department. 
 
SCOPE OF JOB 
 

 To maintain a high profile on the development at all times during working hours. 
 

 To take immediate action in the event of emergency, summoning assistance 
from the appropriate authority. 
 

 To monitor and record the well being of every Resident on a daily basis. 
 

 To establish friendly communications with Residents, offering advice on 
problems when required, ensuring next of kin are informed of any problems 
where appropriate. 
 

 To maintain accurate records of Residents’ details and review such details as 
laid out in the House Managers’ Manual. To inform the Area Manager and 
CarelineUK of any relevant changes. 
 

 To ensure that the Residents are aware of the need for security and that no 
unannounced visitors (other than the regular trades people) gain access to the 
building. To make sure that all confidential information is kept secure and that 
the master keys are never left unattended. 
 

 To ensure that the building is secure and that communal doors and windows 
have not been left open. 
 

 To inform the Group Managing Director’s Office of any potential situation that 
may have an adverse affect on the Company’s reputation. 
 

 To inform the Area Manager of all breaches of rules and regulations, as 
contained within the lease and any changes in tenancy. 



 

 To ensure the efficient operation of services and equipment such as the 
communication system, fire alarm system, fire appliances, lifts, etc recording 
regular routine maintenance inspections and arranging for regular fire tests to be 
carried out in accordance with company procedure. 
 

 To regularly check and ensure that lighting standards are maintained and that 
ambient temperatures in the communal areas are properly regulated. 
 

 To call out and oversee the work of trades people carrying out repairs within the 
limits of delegated authority and to authorise payments of such work when 
satisfied. 
 

 To ensure that the communal areas of the building, the garden and grounds, are 
cleaned and maintained including, where necessary, removing litter and leaves 
from the main entrance, its immediate surrounding area and pedestrian access 
to it. 
 

 To exercise control over the use of communal facilities such as laundry, car park, 
lounge and guest suite. 
 

 To familiarise yourself with, and promote, Retirement Homesearch; escorting 
prospective purchasers to view properties for sale and notifying the office should 
the personal condition of a purchaser give rise to doubt with regard to their 
suitability to reside on the development. 
 

 When possible, to welcome a new Resident moving into the development.   
 

 To ensure that monies collected in respect of bookings for the guest suite, 
communal lounge or service charges are banked as soon as practicably 
possible. 
 

 To establish and maintain good communication and working relationships with 
GPs and local care service agencies/health service personnel. 
 

 Encourage the formation of a Social Committee and/or help Residents arrange 
events that allow them to get to know one another. 
 

 To arrange cover for days off, holidays and illness in conjunction with the Area 
Manager, and ensuring that the person covering meets the requirements of this 
job description. 
 

 To complete your continuous professional development training log and attend 
all training events/meetings as directed by your Area Manager and Personnel. 
 


