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JOB DESCRIPTION

	
	Post:
	Support Worker- Bank Staff : Lofthouse, Lucas Projects and Project Front Door

	
	Hours:
	Zero Hours as required but can include day shifts of 4 to 8 hours or sleep

	
	Salary:
	£145.60 per sleep shift consists of sleep shift allowance (8 hours) = £40.00, 8x waking hours at £10.50 per hour =£84.00
2 x £10.50 in lieu of annual leave = £21.00

Day shifts are £10.50 per hour waking

	
	Place of Work:
	Bolton

	
	Reports to:
	Project Manager



Our Vision:

Backup North West believe no young person should experience homelessness. For the young people that do, BACKUP aims to be an outstanding provider of high quality, holistic housing and support services.
Works with: 

Externally; works with local authorities, housing options services, leaving care team, social care services, benefits agency, housing benefit, maintenance, 
police and voluntary agencies e.g. domestic abuse or substance misuse services, young people aged 16-25 years.
Internally, works with all BACKUP colleagues.  
Purpose:

To provide accommodation for homeless young people aged 16-25 years.

To ensure the smooth operation of the scheme, in line with BACKUP North West service standards and policies and procedures.



Job context:
Lofthouse provides intensive 24/7 support service for 16-25 year olds in 10 bed scheme

Project Front Door provides an intensive 24/7 support service to 16 – 21 year olds in 12 bed scheme

Lucas Project provides 24/7 support to 16 – 25 year olds on large 28 bed scheme


Job Description
Key Responsibilities

Provide Comprehensive, Efficient & Effective Service Provision

· Develop effective and professional working relationships internally and externally promoting a positive image of the service and of BACKUP North West 

· Induct users in the Conditions of stay and show them their room and the building of occupation
· Record information promptly and accurately as per scheme procedures;

· Ensure the quality of service to residents is not compromised and standards are maintained to the highest level at all times;

· Where necessary, in line with Scheme guidelines, issue person centred support interventions

· Encourage service user participation and involvement.
· Deal with EDT/ emergency services and GM Police were necessary

· Produce incident reports

· Ensure support service and practice is client focussed, trauma informed and complies with BACKUP North West policies and practices, statutory & regulatory requirements & Supporting People Contracts

· Ensure service meets the best practice standards required under any management agreements and various RSL’s, ensuring best practice

· Ensure BACKUP North West complaints process is used to inform service standards

· Prompt collection of service charges, recording all transactions 

· Engage with residents to promote independent living and service user engagement

· Provide 1-2-1 and group support to clients

· Support clients with out of hours’ appointments i.e. doctor

Provide Staff Support
· Daily handover to Project Manager following end of shift, with update on any actions/ issues

Provide Financial Support

· Implement BACKUP North West policies and procedures in a conscientious manner.

· Monitor payment by residents of service charges

· Support Project Manager to recover unpaid rent and other charges

Provide Premises Management

· Preparation of rooms for occupation between lets, aiming to maintain high standards of accommodation with regard to fixtures and fittings, furnishings and decoration; 

· Maintain a safe and secure environment for residents, including monitoring access to the building and carrying out regular building checks, reporting repairs, liaising with emergency services etc;

· Undertake light cleaning duties, minor repairs and domestic tasks, including putting out refuse and undertaking laundry.
· Welcome visitors to the offices, dealing with enquires were able or direct to correct department/ officer

· Responsible for Health, Safety & well-being off all staff, residents and visitors to the project

· Responsible for the project fixtures, fittings, furniture and equipment

· Ensure building is adequately cleaned and maintained, repairs reported

· Conduct regular building risk assessments, fire drills, lighting & risk assessments, accident book, food hygiene records comply with Health & Safety Requirement

· Responsible for security of the premises

Maintain Information systems

· Ensure office filing is maintained

· Maintain accurate client case notes and property records via SASSHA the in house information system

Flexibility

· Provide cover for the team as required
· Be flexible in approach to work in order to meet the needs of users
· To undertake any other duties as may be requested by BACKUP North West Project Manager, broadly consistent with the job description and level of the post

Policies & Legislation

· Adhere to all BACKUP North West systems, policies and procedures

· Take responsibility for the Health, Safety & Welfare of yourself and your working environment, escalating issues to responsible person were necessary

· Actively follow Health & safety Policy, procedures and safe systems of work

· Comply with Equal opportunities and diversity policies and regulation
· Comply with Data protection and GDPR policies
· Co-operate with any legal steps the organisation may take to fulfil its obligations under the Health and Safety at Work Act (HASAW). 

· Reporting any concerns relating to safeguarding vulnerable adults and children
· Upholding safe and efficient working policies and practices, undertake supervision and training 



Person Specification
Please read our Tips for Completing your Application; if you cannot demonstrate how you meet our essential criteria, you will not be shortlisted.

	Requirement
	How will this be 

assessed - Application Form or Interview ?
	Is this:

	Education / Qualifications
	
	Essential ?
	Desirable ?

	Minimum of 5 GCSEs A – C (9 – 4) including Maths and English
	A/I
	
	√

	Degree or equivalent relevant qualification
	A/I
	
	√

	Appointed First Aider Certificate or equivalent 
	
	
	√

	Safe Manual Handling certificate
	A
	
	√

	Food Hygiene Qualification
	A
	
	√

	Enhanced DBS check
	An Enhanced DBS Check is needed for this role - this will be carried out by BACKUP before appointment.

	Knowledge / Work Experience / Skills
	
	
	

	Min 1 years full time previous experience working in comparable role, preferably housing, youth work, social services, residential care or social housing with young people
	A
	√
	

	Knowledge and evidence of health and safety in the work place
	A & I
	√
	

	Experience of working with young people or care leavers in crisis or with complex needs e.g. social care system, ex-offenders or substance misuse.

Experience of managing resistance.
	A & I
	√
	

	Knowledge of equal opportunities and anti-discriminatory practice
	A & I
	√
	

	Knowledge and evidence of safeguarding vulnerable adults and children (i.e. under 18)
	A & I
	√
	


	Requirement
	How will this be 

assessed - Application Form or Interview ?
	Is this:

	Knowledge / Work Experience / Skills contd.
	
	Essential ?
	Desirable ?

	Knowledge and evidence of safeguarding vulnerable adults and children (i.e. under 18)
	A & I
	√
	

	Experience of supporting people through substance misuse, mental health, domestic and sexual abuse/exploitation
	A & I
	√
	

	Knowledge of the causes and effects of homelessness
	A & I
	
	√

	Knowledge of welfare benefits available to homeless young people & completion of housing benefit forms
	
	
	√

	Ability to communicate at all levels and gain rapport with others quickly and easily
	I
	√
	

	Ability to work on own initiative
	I
	√
	

	Ability to work to professional boundaries and manage the balance between offering support and enforcing occupancy conditions. 
	A & I
	√
	

	Effective Team player
	A & I
	√
	

	Confident in dealing with difficult situations
	
	
	√

	Able to use and maintain computerised and paper reporting and administrative systems and files
	
	
	√

	Excellent IT Skills incl. Outlook,  Word, Powerpoint, Excel & Access 
	A
	√
	

	Strong organisational and planning skills, able to prioritise
	
	
	√

	Ability to undertake cleaning and domestic duties
	A & I
	√
	

	Ability to support a young person with practical tasks: cooking, cleaning, laundry, shopping.
	A & I
	√
	


	Requirement
	How will this be 

assessed - Application Form or Interview ?
	Is this:

	Personal Skills / Attributes
	
	Essential ?
	Desirable ?

	Excellent interpersonal skill, in particular ability to develop relationship of trust with residents and agencies 
	I
	√
	

	Demonstrate high levels of integrity, can do attitude & practical approach
	I
	√
	

	Ability to encourage and develop user participation
	
	
	√

	Ability to communicate at all levels
	
	
	√

	Enthusiastic and caring & non-judgemental approach
	
	
	√

	Effective time management 
	
	
	√

	A calm, professional and methodical approach in crisis situations
	
	
	√

	Ability to mediate and diffuse challenging situations
	
	
	√

	Ability to work under pressure and to tight deadlines
	A & I
	√
	

	Ability to make decisions
	
	
	√

	Ability to adapt to a fast paced, changing environment, demonstrating an adaptable and flexible approach to circumstances
	
	
	√

	Work weekend, evening and public holidays
	A & I
	√
	

	Willing to participate in in-service training and attend meetings outside normal working hours
	A
	√
	

	Active commitment to BACKUP’s Values
	A & I
	√
	





Disclosure and Barring Service Check:

An Enhanced DBS Check is needed for this role - this will be carried out by BACKUP before appointment.
Review:

The details contained in this Job Description and Person Specification reflect the content of the job at the time it was prepared. However, it is inevitable that over time the nature of individual jobs will change; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed. Consequently, this Job Description and Person Specification will be revised from time to time and BACKUP will consult with the post holder at the appropriate time.
BACKUP’s Values
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