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JOB DESCRIPTION

	JOB TITLE:
	Support and Engagement Officer


	PURPOSE:
	To support all Clients on their journey to independent living by delivering a holistic, client centred approach empowering clients to achieve their goals whilst walking side by side with them.


	RESPONSIBLE TO:
	Deputy Housing Manager


1. DUTIES AND RESPONSIBILITIES
To make weekly contact with clients you are designated to support:
· Provide support for clients, increasing their confidence and motivation to engage with services on their journey to independent living. 

· Help identify goals with the clients and support them to achieve these.

· To motivate and work creatively with clients not engaging with support.

· Identify clients who are struggling to settle and support to aid this.

· Identify clients who are finding it difficult to secure or sustain vocational training or employment opportunities and offer support and encouragement for them to fulfil their potential – to include CV preparation, job search and career counselling and where required basic living standards. 

· To actively encourage and promote clients’ participation in social and leisure activities where appropriate.
· Perform daily Safety and Wellness checks.

· To work closely with other agency partners from the Voluntary and Statutory sector in providing support to residents.

· To contribute as and when required to the support of clients across all housing and support sites
· Attend regular training and development opportunities where required to.
· To maintain Health & Safety compliance across all sites.

· To supervise and contractors/visitors when required.

· To ensure compliance with Safeguarding policy, including recognising and acting on any safeguarding concerns and escalating in the appropriate manner.

· To contribute towards the future development of the Housing services.

· To actively participate and promote fundraising within the organisation. 

2. Service Delivery
Be responsible to the Deputy Housing Manager

· By assisting with the re-letting of flats, and undertaking necessary paperwork.
· By helping clients to understand the tenancy/licence agreement.
· By liaising with the housing officer in all benefit cases, in particular to prevent financial difficulties arising. 
· By recording information, incidents and events in the daily diary.
· By preparing correspondence and other written material.
· Interview potential clients for housing where appropriate.
· To support the housing officer in the collection of all monies – rents and service charges and personal contributions from tenants – on a weekly or fortnightly basis, and accounting for them.
· By assisting with benefit applications and queries
· By assisting with the identification of maintenance issues and reporting them to the maintenance team.
· By assisting with the turn-around of a flat between tenancies.
· By assisting with the carrying out of flat inspections, when appropriate.
· Support all Fire and Health and Safety and safeguarding requirements by assisting where necessary.
· To ensure all sites/office areas are clean and tidy at all times.
3. TRAINING
· To participate in appropriate training, as and when required.
4. OTHER
· To assist in providing cover and support to clients for Housing Support colleagues when absent.

· To be a member of the professional staff team and attend staff meetings when required.

· To be part of the “on-call” duty Rota system when required.
· To undertake any other duties consistent with the post.

SCOPE AND LIMITS OF AUTHORITY

The post holder to assist in the delivery of any contracts or projects associated with the role

Job description agreed:

Date     ……………………………………….
Employee Signature …………………………………………

Line Manager Signature…………………………………………………………….    

PERSON SPECIFICATION/KEY COMPETENCES

Knowledge

· Educated to C/D GCSE (or equivalent) minimum standard in Maths and English.

· Knowledge of housing provision and the benefits systems for single young people and adults 

Experience

· Experience of working with vulnerable people, preferably in a housing environment.

· Experience of giving advice and help on housing and/or youth related matters.

· Experience of working in a ‘supportive’ environment. 

Skills/Abilities

· Good interpersonal skills

· Good communication skills, both verbal and written

· Administrative and IT literate with working knowledge of Word and Excel

· Budget management skills

· Positive outlook and ability to motivate clients

· Ability to work effectively with limited supervision

· Ability to work under pressure and to prioritise in order to meet deadlines

· Ability to work on own initiative and be self-motivated

· Ability to work as part of a team

· High standard of professional etiquette

· High level of attention to accuracy and detail

· Good organisational and planning skills

· Flexibility in working arrangements

Supportive of the Christian Aims and Purposes of the YMCA

The YMCA is an Equal Opportunities Employer

