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___________________________________________________________________________
JOB DESCRIPTION

TITLE OF JOB: Senior Support Worker
SERVICE/PROJECT: Stopover One and Two Supported Housing

REFERENCE NO: STO/DTL/PW
CLOSING DATE FOR APPLICATIONS: 9am, Monday 7th November 2011
INTERVIEW DATE:  Friday 11th November 2011 
HOURS PER WEEK: 37 hours   
TEMPORARY/PERMANENT: Permanent
BAND 4, NJC POINTS 26-31 Salary £22,219
Paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO:  Stopover Services Manager
LINE MANAGED BY:  Stopover Services Manager
RESPONSIBLE FOR: Working as part of the team, you will have lead responsibility in support planning and review for the seventeen young women across two houses. You will work closely with the Service Manager to provide a consistent approach to both staff and residents. You will deputise day to day responsibility for the Service Manager in her absence.   

For an informal chat about the job, please ring Stevie Graves on 07896 147 748
As Stopover is a supported housing project for vulnerable young women, it has an all female staff team and The Sex Discrimination Act 1975, Part 2, 7(2)(E) applies

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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MAIN TASKS 

Senior Support Worker
1.

To agree with the Service Manager the allocation of vacancies in accordance with the project's Lettings Policy and Voids Policy.

2.

To work in conjunction with the Service Manager to monitor the prompt collection of rent and service charges, in accordance with the project's Arrears Policy.

3.

To carry out regular reviews with all residents in the schemes.

4.

To work in conjunction with the Service Manager in dealing with breaches of the occupancy agreement, in accordance with the project's policies and procedures.

6.

To assist the Service Manager in the developing, updating and implementing the projects policies and procedures.

8.   
Whilst the Service Manager is on annual leave or is absent from the services, to take responsibility for ensuring that support is available to staff in an emergency and that the project is adequately staffed.

9.

To provide the Service Manager with regular reports and statistical information relating to the project's activity, such as voids, arrears, lettings etc.

10.
To provide practical and emotional support to residents and act as Key Worker 
11.
To participate in the rota, provide regular sleep-in cover and on-call duties (with sleep-in and on-call allowance payment) and to work evenings and weekends when required.

12.
To provide information about welfare benefits to which young women may be entitled and to assist them in making claims as necessary.  To monitor the progress of claims and ensure that young women make and maintain claims.

13.
To work with young women in key work to draw up Independent Living Plans that will enable them to gain practical skills needed for independent living.

14. 
To provide information and support relating to personal and emotional matters (e.g. health, contraception, drugs/alcohol, relationships, mental health, pregnancy, substance misuse, self harm) within the context of individual and group work with young women.

15.  
To liaise with other agencies involved with residents, where appropriate, and to assist residents in accessing other specialist support/information services as necessary.

16.   
To assist young women in identifying and acquiring appropriate move-on accommodation and any relevant support needed post move-on.

17.
To plan and facilitate regular residents house meetings in conjunction with other Project Workers.

18. 
To work in the services offices, dealing with daily administration such as phone answering, filing, photocopying, updating records and completing daily office tasks as detailed on the weekly and yearly task sheets.

19. 
To work within the project and organisational policies and procedures.

Other requirements 



To comply with and implement Impact’s Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities within the project.



To comply with and implement Impact’s Health and Safety Policy and any specific policies and procedures relating to the project and its activities.  Generally to take reasonable care for the health and safety of all those affected by this work.




To comply with and implement Impact’s Child Protection Policy and service specific policies relating to the welfare of service users such as Protection From Abuse and Harassment Policies. 



To attend ‘Impact Days’ and other Impact and Stopover training events, as appropriate and to attend agency forum or local task groups as required.

.

To attend regular supervision sessions and meetings as required by the Service Manager.
.

To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

.

Any other reasonable duties within the scope of the project, as requested by the Service Manager.

To undertake any other reasonable duties as requested by the General Manager.

This job description will be subject to review in accordance with the needs of the service.

PERSON SPECIFICATION  
ESSENTIAL SKILLS AND EXPERIENCE

1.
Experience of working with in a residential or supported housing environment.

2.
Ability to demonstrate an awareness of the needs of young women and the issues involved in this work.

3.
Strong communication skills on all levels.

4.
Experience of working with and implementing policies and procedures.

5.
A sound knowledge of housing management.

7. A strong understanding of the welfare benefits system and housing benefit in relation to supported housing and young people.

8.
Experience of administration, record keeping & report writing.

9.
Evidence of an ability to provide effective support to staff.

10.
Good organisational and time management skills.

11.
The ability to be flexible to respond to the needs of the service and deal with challenging situations.

12.
 Word processing and IT skills.

DESIRABLE SKILLS AND EXPERIENCE

1.
An understanding of Supporting People in relation to Supported Housing
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