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Job Title:


Relief Worker Supported Housing 
Responsible To:

An assigned Manager 

Location:
Supported Housing Projects on Anglesey 
Salary:
£13.03 per hour (Point 18) 
Hours of Work:
Variable ‘as and when required’. Will be required to undertake 1 waking night every 4 weeks at a minimum, plus other shifts including weekends, evenings, waking nights and weekdays.
Purpose of your job

To provide cover for absent Support Worker staff within the company’s Supported Housing Projects including: tenancy related support to service users and advice, guidance and sign posting.  

To be part of a team, working to the aims and objectives of the organisation, and to support and contribute to the personal development of the service users.  

To have a flexible approach to working hours, covering rota shifts including: evenings, weekends, waking nights and weekdays, and at short notice in order to effectively respond to the needs of the service users at all times. 
1. Working with Service Users:

1.1 To assist in providing support to young people aged 16 to 24 affected by homelessness or at risk of becoming homeless.  This will involve working directly with service users and the staff team to ensure the best possible outcome for the individual concerned.  
1.3 To assist in arranging and organising regular house meetings and service user activities that enhance the service being provided. 
1.4 Guided by staff and the manager, support service users to comply with Licence/tenancy agreements and house rules.

1.5 To assist and support service user in keeping appointments such as those required by the Jobcentre, housing benefit, Probation service etc. ensuring their income is maintained, housing benefit/rent is paid and that they comply with any related orders. 

1.6 To deal with and respond appropriately to service users requests for practical advice, in a positive and respectful manner.

1.7 Guided by Supported Housing managers, assist in completing necessary paper work and electronic administrative duties including: inputting information on to an IT based programme Genesis.
2. Housing Keeping 
2.1 To assist accommodation based service users in reporting repairs.

2.2 To ensure repairs are addressed promptly, that accurate related records are maintained and assist the manager in carrying out regular checks of the buildings to ensure quality accommodation is maintained. 
 
2.3 Where requested, by the manager, assist in collecting any elements of the rent or service charge from service user and maintain accurate related records. 

2.4 To assist Supported Housing staff and the manager in ensuring voids are kept to a minimum and that a proactive approach is adopted in relation to maintaining  high occupancy levels e.g. ensuring rooms are cleared and cleaned promptly, redecorated and then re-let quickly.

2.5 In dealing with neighbour or wider community disputes, to seek appropriate advice and support where necessary from Supported Housing staff, the manager or on-call and maintain accurate related records.

2.6 Guided by the manager, assist in ensuring a clean and comfortable living and service environment including carrying out resident room/communal area/kitchen checks with service users to maintain quality standards, increase service user independent living skills and meet related health and safety standards required.

3. Working with Others   
      3.1 Ensure a professional working relationships with external organisations, neighbours and the wider community at all times. 
3.2 At the manager’s request, attend external meetings as agreed.

3.3 To attend internal meetings as requested including: team staff meetings, resident meetings and others as required.

3.4 To foster and maintain professional, positive working relationships with other Digartref staff members, working closely to optimise the benefits and opportunities for service users and create and maintain a supportive work environment for all staff across the company.  

4. Use of I.T  
4.1 To have a working knowledge, understanding and practical experience of I.T packages i.e. Microsoft Office, e-mail, Outlook and ability to use a web based programme, Genesis.   
5. Health and Safety 
5.1 To ensure the health and safety of oneself, the service users, work colleagues as well as other external visitors/ contractors visiting the projects at all times. 
5.2 To comply with Health and Safety requirements and related policies and procedures at all times e.g. risk assessments, reporting procedures, carry out regular security and health and safety checks at the project as requested   
5.3 To ensure that buildings are secure at all times and that related access procedures are adhered to.  

5.4 To respond to emergency situations in accordance with Digartref’s policies and procedures.
6. General 
6.1 To adhere to the organisations Staff Code of Conduct at all times.

6.3 To participate fully in the organisations supervision/management support and appraisal process.

6.5 To attend/take part in training and development opportunities as requested/identified by the line manager or other senior managers within the organisation.  

6.6 To work independently and as part of a team and liaise effectively with other projects and staff.

6.7 Guided by the manager assist in promoting and encouraging service user involvement in the delivery and further development of services, including:

· Holding regular resident/service user meetings, taking minutes, completing service user’s satisfaction questionnaires, adhering to the organisations Service User Involvement, Complaints and Compliments and Equal Opportunities policies and procedures.

· Supporting service users to be actively involved in their community, ensuring they have a voice and an opportunity to be heard/take part. 
6.8 To adhere to all of Digartref’s Policies and Procedures at all times.
6.9 To perform any other reasonable task as determined by the Line Manager, Senior Managers or Board of Trustees.

6.10 The ability to communicate effectively through the medium of Welsh and English or a willingness to learn. 
 
This job description covers the current range of duties and will be reviewed from time to time.  It is Digartref to reach agreement on changes, but if agreement is not possible, Digartref Ynys Môn reserves the right to change this job description with appropriate notice.  

Relief Worker Supported Housing Person Specification
	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE

&

QUALIFICATIONS
	· Experience of working in the Social Care Sector, Housing or Homelessness or with people with support needs 
· Desire to improve and increase related knowledge and experience in the field of supported housing and supporting homeless individuals
	· Appropriate Housing, Youth & Community or Social Care qualification 


	SKILLS

&

KNOWLEDGE
	· Practical problem solving skills 
· Good verbal and written communication skills.

· I.T skills including the use of Microsoft Office. Outlook, PowerPoint, inputting data and information 

	· A working knowledge of relevant health and safety issues. 
· A working knowledge of homelessness.



	Ability
	· Ability to deal with challenging situations in a calm and professional manner, being able to make decisions under pressure 

· Ability to maintain professional boundaries/relationships with service users at all times.

· Ability to foster and maintain excellent working relationships with work colleagues and service users, being supportive and approachable  
· Ability and confidence to liaise with other agencies and advocate on behalf of service users.

· Ability to work alone, and act on own initiative, while also being able to work as part of a team being supportive of work colleagues.

· Ability to deal with sensitive issues in a professional manner and to maintain confidentiality
	

	ATTITUDE/VALUES 
	· Having empathy and understanding of issues relating to those affected by homelessness as well as a non-discriminatory approach being helpful and approachable.

· Being reliable and having a flexible approach to working hours to ensure staff cover at all times including evenings/waking nights/weekends and weekdays. 
· Be committed to Equality and Diversity 

· Willing to commit to continuous professional development 

	


	
	
	

	OTHER
	· Ability to communicate in Welsh and English or the willingness to learn. 


	· Ability to drive and access to own transport
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