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JOB DESCRIPTION

Job Title:

Support Worker (Maternity Cover) 
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  
Duties and Responsibilities

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 contribute towards the future development of the Housing services.

· To actively participate and promote fundraising within the organisation.

Be responsible to the 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, 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.

· 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 undertake any other duties consistent with the post.

Safeguarding
1. Recognise that safeguarding is everyone's responsibility and actively contribute to creating a safe environment for children, young people, and adults at risk.

2. Complete all mandatory safeguarding training and maintain up-to-date knowledge of relevant legislation, policies, and best practice.

3. Act promptly on any safeguarding concerns, recording and reporting them in line with organisational policies, procedures, and reporting requirements.

Equality, Diversity and Inclusion
1. Work effectively and positively across diverse communities, promoting equality, diversity, and inclusion in all aspects of service delivery.

2. Demonstrate understanding, respect, and sensitivity towards people from different backgrounds, cultures, beliefs, and experiences.

3. Undertake mandatory equality, diversity, and inclusion training and apply learning to everyday practice.

Health and Safety
1. Ensure compliance with all Health and Safety legislation, policies, procedures, and safe working practices relevant to the role.

2. Complete all required Health and Safety training and maintain awareness of personal responsibilities and organisational requirements.

3. Promptly report, record, and respond appropriately to accidents, incidents, hazards, near misses, or unsafe working conditions.

4. Participate in additional Health and Safety training and development activities as required to support a safe working environment.

GDPR and Data Protection
1. Handle personal, confidential, and sensitive information in accordance with GDPR, Data Protection legislation, and organisational policies.

2. Maintain accurate, secure, and timely records, ensuring data is recorded, stored, shared, and disposed of appropriately.

Training and Development
1. Participate in all mandatory and role-specific training as required to support effective performance and professional development.

2. Take responsibility for maintaining and developing knowledge, skills, and competencies relevant to the role.

3. Engage positively in supervision, performance reviews, and continuous professional development opportunities.
4. To undertake any other duties consistent with the post.
Personal Specification/Key Competencies:
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
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