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JOB DESCRIPTION

TITLE OF JOB:  Female Relief Project Worker
SERVICE/PROJECT:  Stopover Supported Housing Services

REFERENCE NO:   ST/RW

CLOSING DATE FOR APPLICATIONS:  9am Monday, 11 May 2009
INTERVIEW DATE:  Friday, 15 and Tuesday, 19 May 2009

HOURS PER WEEK:  Occasional shifts by agreement – mainly weekends and evenings

RATE OF PAY:  £7.38 per hour for actual hours worked (plus holiday allowance);  £26.42 per sleep-in duty - paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT:   As above

ACCOUNTABLE TO:   The Impact Young Women’s Services Manager

LINE MANAGED BY:   The Stopover Supported Housing Team Leader

RESPONSIBLE FOR: Covering occasional shifts on the Stopover One rota, including sleep in shifts. Carrying out routine office and administrative tasks, dealing with residents issues as required and communicating information. Ensuring the overall safety, security and well-being of the building, Staff members and residents, when on duty.

For an informal chat about the job, please ring Michelle Lonergan on 01273 628235.

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.  The Sex Discrimination Act 1975 Part 2, 7(2)(E) applies.

BACKGROUND & AIMS OF THE SERVICES

Stopover One provides temporary supported accommodation for 8 homeless or insecurely housed young women, young female asylum seekers and refugees between the ages of 16 and 21.  Young women may stay for 6-9 months, during which time they are encouraged to develop the skills and confidence they will need to live independently and sustain a tenancy.  The project offers high support and is staffed 24 hours a day.

Stopover Two provides 'second-stage' accommodation for young women, female asylum seekers and refugees who have some independent living skills but need low-level support.  The scheme can accommodate 9 young women aged 16-21 years for up to two years. As the project is a lower support scheme, it is staffed for only 37 hours per week.

Stopover Outreach Service provides support to young women in the community, including pregnant young women, young parents, female asylum seekers and refugees. The service is part funded by Supporting People to work with 12 young women at any one time, and also through Connexions to provide a Personal Advisor role that is specific to young parents in supporting them back into education or training. This will involve direct 1 to 1 work with the young women plus support to their partners / families, where appropriate. The posts will also involve the PA’s providing advice and guidance to other agencies and PA’s in Brighton and Hove around the specialist knowledge in working with young parents.

Stopover Peer Mentoring trains young mothers on an ASDAN accredited course, to provide peer support to other young mothers in the community. The service aims to reduce social isolation, encourage positive parenting and develop individuals potential through a consistent and positive 1 to 1 relationship with a volunteer peer mentor. 

MAIN TASKS 

1.
To carry out daily tasks as identified in the communications book / task sheets / handover / Staff manual.  To include:

· dealing with resident issues and enquiries (e.g. benefits issues, personal matters, housing) and supporting the implementation of their Independent Living Plan as required.

· general office duties, filing, photocopying, answering telephone, following up on messages, etc.

· reading the communications book, diary file and taking part in handover procedures to ensure that issues within the scheme can be dealt with appropriately during the shift.

· recording all necessary information appropriately within the communications system to ensure the safety and security of the scheme, dealing with all information within a framework of confidentiality.

· cleaning checks and occasional basic cleaning tasks to ensure standards are kept to an appropriate level - checking residents are taking part in the cleaning rota.

· maintenance and health and safety checks.

2.
To use all available opportunities to make contact and engage with the resident group in support of Stopover's aims.

3.
To use the support available through the On-call system as necessary.

4.
To maintain close liaison with members of staff through the communications system, staff meetings book and handover.

5. 

To attend supervision from Project Workers or Team Leader as necessary.

6.

To ensure, through provision if necessary, that a good standard of cleanliness is maintained in Stopover when on duty and to report any issues of Health and Safety where necessary.

7.

To be familiar with the rules, policies and procedures of Stopover and ensure you, colleagues and all residents understand and adhere to them, with particular regard to Health and Safety, Equal Opportunities, Confidentiality, Child Protection, Staff Conduct and Protection from Abuse.

8. 

To provide sleep-in cover (with sleep-in allowance payment) where shifts include a sleep-in.

9. 

To undertake any other duties, appropriate to the character of the work, as may be reasonably required.

10. 
To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

11. 
To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

12.     To attend and contribute to 1 to 1 supervision as  provided by Stopover Housing Project Workers

PERSON SPECIFICATION

Essential Skills & Abilities
1.  Able to work weekends and evenings.

2.  Experience of working with young people.

3.
Understanding of the needs of young women.

4.   Ability to deal with challenging behaviour and difficult issues. 

5.
Ability to record and convey information in a clear, coherent and appropriate manner.

6.
Ability to work alone (single staffing shift cover) and on own initiative.

7.
Ability to develop professional, boundaried relationships with service users.

8.
Basic understanding of the benefits system.

11. Ability to interpret and adhere to policies and procedures and apply to the workplace.

Desirable Skills & Experience

1. Experience of working in a residential 

1. Awareness of the range of outside agencies working with young women.

2.  Basic understanding of homeless and housing routes.

3.  Basis word processing and IT skills

