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One Roof Leicester
Housing Support Officer Job Description

Post: 			Housing Support Officer
Contract: 		Permanent
Hours:			14 hours per week; working hours to be mutually agreed
Salary:			£19,000 pro rata (actual salary £7,600 per annum)
Responsible to:		ORL Project Manager
Responsible for:	Volunteers

Overall purpose of the job: To be the principal provider of direct support to clients in the form of key-working and casework management.  Support workers will carry a case load that will vary in form and quantity depending upon the project’s work and focus.

Main Responsibilities:

1) To develop a professional key-working relationship with residents through regular meetings and providing appropriate information, advice and guidance to support the development of key life skills.
2) To support and lead the residents on a journey from referral to exit, following agreed procedures, needs assessments, support plans etc. 
3) To prepare and regularly review support plans with residents in order to maximise their chance of achieving independent living in settled accommodation. 
4) To issue license agreements and codes of conduct so that residents understand their rights and responsibilities, and the consequences of non-compliance.
5) To provide a supportive relationship to residents and deal with challenging situations in an appropriate and sensitive manner, keeping within the boundaries of policies and procedures and recording contacts and incidents appropriately. 
6) To provide residents with practical help and advice on welfare benefits, re-housing, employment, education, training and health issues and where applicable ensure they are in full receipt of their full entitlement to welfare and housing benefits.
7) To facilitate the collection of rent and service charge income from residents, working with them to minimise rent and service charge arrears and ensure that accurate and timely recording and monitoring takes place.
8) To act as an advocate and provide support to residents when dealing with external agencies.
9) To develop and maintain relationships with referral agencies to optimise occupancy rates in ORL homes
10) To develop and maintain relationships with external agencies and local community groups to obtain regular updates on residents’ cases. 
11) To recruit, train and support volunteers to ensure the efficient operation of the befriending service.  
12) To promote the befriending scheme to faith based groups highlighting the need for the scheme and supporting them to become involved and make a difference.

Main duties

1) Administrative
· To follow the admissions and referral procedure as directed by the Manager
· To maintain accurate and concise records
· To ensure that the scheme works effectively by maintaining regular and good communication with all other agencies, both statutory and voluntary
· To attend team meetings and participate in the work of the team.
· To be prepared as part of the project team to assist in the preparation of reports, statistics and other information that may be required.
· Any other administrative tasks as may be required to meet the needs of the project.

2) To undertake routine processes in relation to resident’s support 
· To consistently ensure that residents are supported to maintain their accommodation. 
· Making appointments.
· Monitoring progress.
· Responding to general enquiries.
· To bring to the attention of senior staff any breaches of the resident licence agreement and deal appropriately with any breaches.

3) Enabling volunteers/befrienders to fulfil their role 
· To recruit and train volunteers.
· To develop a supportive relationship with volunteers and to maintain good communication with them.
· To provide supervision to volunteers in a structured manner.
· To offer and deliver appropriate training to volunteers and organise regular volunteer meetings.
· To ensure that volunteers know when to refer issues and problems to yourself or to other agencies.
· To ensure that volunteers work in accordance with their role descriptions.

4) Health and Safety
· To ensure procedures are being followed to safeguard the health and safety of service users and volunteers.
· To maintain an awareness and observation of Fire and Health & Safety Regulations.

5) Financial responsibilities 
· To ensure that financial transactions are undertaken in accordance with the guidelines set down by the Treasurer and the ORL Board of Trustees.
· To keep accurate records of all financial transactions in line with ORL policies and procedures.

6) Legislation
· To keep up to date with legislation affecting the post.

7) Management and Support
· In conjunction with your Line Manager to continuously develop the role to ensure that all tasks are being undertaken in an effective and appropriate manner which meets the strategic aims and objectives of the project.
· To ensure all monitoring is completed on time and reported in an appropriate manner.
· Engage with line management, supervision, appraisal, training and development as per ORL policies and procedures.
· Work as part of a team and work cooperatively with colleagues.
· To be prepared to give and receive support from others in the team as appropriate.

The post holder will carry out any other duties, which are within the scope, spirit and purpose of the job as requested by the line manager. 
If duties and responsibilities change, the job description will be reviewed and amended in consultation with the post holder. 



Person Specification

	
	Essential

	Desirable

	Qualifications

	· Level 3 qualification
· GCSE English and Maths or equivalent
	

	Experience
	· At least one year’s experience of delivering support services to vulnerable adults in a community setting.
· Able to develop, deliver and evaluate support for vulnerable adults 
· Experience of processing and handling sensitive and confidential information and working with secure systems
· Managing significant volunteer activity in a charitable and/ or corporate setting
· Experience of delivering training
· Dealing with general housing management issues
· Experience of implementing safeguarding policies and procedures.
	· Experience of working with people who have experienced homelessness or are refugees or asylum seekers.



	Knowledge
	 Knowledge of Health and Safety and anti-
discriminatory working practices, and the 
implications of both in the working environment
· Knowledge of Safeguarding procedures
	· An understanding of the motivation and support needs of residents and volunteers
· An understanding of mental ill-health through personal experience, work experience or caring responsibilities.
· Knowledge of homelessness, housing legislation and welfare benefits

	Aptitudes and abilities
	· Excellent written and verbal communication skills. 
· Plans work effectively to maximise effectiveness.
· Promotes equality and diversity, upholding the rights of clients, staff and volunteers
· Motivated, adaptable, perseverant and accurate.
· Ability to work well in a team and to build and maintain a network of external contacts who can help achieve our goals.
· Acts in a professional manner, maintaining ORL’s reputation
· Understands and works to agreed quality and service standards

	· Confident public speaker
· Computer literate in Windows, Word, Publisher, e-mail & internet
· Flexible approach to working hours
· [bookmark: _GoBack]A current driving license
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