Adref Ltd

Job Description support assistant 

Job Description

POST:                                 
Support Assistant

PROJECT:                            
Young People’s Housing Project/Direct Hostel
HOURS:                                
35
GRADE:                                
NJC Scale point 11
               SALARY:                                                             £14,733 
RESPONSIBLE TO:            Hostel Co-ordinator 
Main Objectives

· To promote the general welfare of single, homeless people who are housed/supported by Adref and those who have ‘moved on’ from the organisation’s supported housing services.

· To promote the welfare of current residents of the project and that of those who have progressed or are progressing through the ‘Move On’ process.

· To provide high quality support to Adref clients in line with current organisational policy and procedure.

· To work with the Residential Services Manager and the staff team in operating the scheme.

Standards 

· To promote and support the organisation’s Equal Opportunities Policy.

· To work to good standards of operational practice in the support of Adref’s clients in line with organisational policy and procedure

· To work in partnership with the project’s current partner organisations and develop a positive working relationship with them.

· To operate at all times within Adref’s financial procedures and co-operate with reasonable requests for information from Administration.

Key Responsibilities

· To ensure that no loud noise or disturbing behaviour occurs within the project

· To report any incidents to Support Workers and Co-ordinator through appropriate channels (message book etc.)

· To let residents in and out of the building.
· To answer the phone, accept referrals and record the information.

· To carry out regular room checks

· To ensure that all house rules are adhered to.

· To oversee use of the laundry room – collect money and ensure that machines are used properly.

· To identify any maintenance or repair issues that occur during the shift and report these to the co-ordinator via the appropriate channels.

· To perform general cleaning duties of communal areas and offices where necessary.

· To perform regular checks of the building when working at night – fire safety equipment, windows etc.

· To prepare vacant rooms for occupation of new residents

· To provide general counselling and support to residents.

· To work with residents as delegated by the support worker and/or hostel coordinator.
· To assist in the collection and recording of personal charge and housing benefit top-up.

· To assist with housing benefit forms and queries.

· To assist with the move-on of residents under the direction of the coordinator.

· To record all work done with residents in contact files.

· To help facilitate resident house meetings according to the correct procedures.

· To provide cover at other static projects if required

· To attend supervision sessions with line manager

· To attend training as directed by line manager

· Attend team meetings where possible.

Any other duties commensurate with the grade

