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ADULLAM HOMES HOUSING ASSOCIATION 
LIMITED

Job Description

-----------------------------------------------------------------------------------------------------------------

LOCATION

Derby Project – based at Coach House, Alfreton 
-----------------------------------------------------------------------------------------------------------------

OUR MISSION 

STATEMENT    
“Restoring hope and dignity through quality housing and support”
-----------------------------------------------------------------------------------------------------------------

OUR VALUES    
Valuing the Individual

Integrity and Fairness

Striving for Excellence

-----------------------------------------------------------------------------------------------------------------

ASSOCIATION   
Adullam Homes provides quality accommodation and support through an organisation motivated and informed by Christian principles. 

-----------------------------------------------------------------------------------------------------------------

JOB GRADE

Scale Point 20 – 26
--------------------------------------------------------------------------------------------------------------

JOB TITLE

 Project Worker (part time)
-----------------------------------------------------------------------------------------------------------------

SALARY

£18,349 – £22,095 pro rata



21 hours per week 

Over 3 days, Monday to Friday. Worked on a rota basis.
-----------------------------------------------------------------------------------------------------------------

SUPERVISED BY
Senior Project Worker
-----------------------------------------------------------------------------------------------------------------

RESPONSIBLE FOR
There are no staff supervisory responsibilities attached to this post

OVERALL PURPOSE OF THE JOB 

The primary purpose of this post is to provide housing related support to homeless people with various needs and to ensure that the support package is tailor made to the individual. The post holder is responsible for the housing management of properties and the support given to residents in maintaining their tenancies, enabling them to re-establish themselves in the community and move on to independent living. They will ensure that a good standard of professional service is given and will be required to working within the Association’s Policies and Procedures, the Housing and Support Standards and the Supporting People Quality Assessment Framework (QAF).

HEALTH AND SAFETY

To be aware of the policies of the Association and to ensure that such policies are carried out and good practice is maintained. To carry out regular Health and Safety checks to the Derby Project properties.
KEY RESPONSIBILITIES

1. Resident Support

1.1 Enable residents to understand the terms and conditions of their tenancy.

1.2 Support residents in making initial benefit claims by advising them of the availability of benefits to which they may be entitled, progressing their claims and giving assistance in maintaining benefits in payment where they are entitled. Advising residents of the availability and benefits of the Direct Payment scheme.

1.3 Support new residents as they move into their accommodation and begin to settle into a new community.

1.4 With each resident for whom the post holder is a key worker, instigate and develop the Association’s Support Contract, including the following:

· ensure that the resident gains the maximum benefit levels due to them

· work with residents to develop personal financial management skills including rent and bill payment

· assist residents with signposting to other agencies and opportunities

· support residents to achieve independent living
· where necessary encourage residents to seek employment, training or community involvement
· ensuring that regular support sessions and reviews are held with the resident

1.5 To enable and encourage resident involvement and organise regular group meetings with residents.

1.6 To work with the resident to prepare them for move on to permanent accommodation.

1.7 Ensure that residents have settled into suitable permanent accommodation before support is withdrawn, offering a maximum of six months follow up support.

2. Administration Duties
2.1 In line with the Association’s Policy and Procedures carry out full assessments of applicants for accommodation through one to one interview and liaison with referring agencies. 

2.2 Present applications to the team selection panel and sit on the selection panel as required.

2.3 Sign up residents for accommodation.

2.4 In accordance with Association procedures, and using the relevant IT systems:

· Maintain the Housing Management system in respect of all residents and properties 

· To record all communication with residents

· Keep accurate and comprehensive resident and property records

3. Housing Management 

3.1 Visit all properties on a cyclical basis to monitor the conditions and state of the properties and to ensure compliance with the conditions of tenancy, and to report all identified repairs in accordance with the Association’s procedures.

3.2 Ensure that accommodation is ready to let to the resident in accordance with the Associations Housing and Support Standards.
3.3 Effectively control rent collection and current and former tenant arrears.

3.4 To monitor service contracts, e.g. for maintenance and reporting anti social behaviour

3.5 Void management and control.

3.6 The maintenance and promotion of security within the designated area of properties.

3.7 Control and maintain all inventory records in accordance with Association procedures.

3.8 To take court action for possession under the direction of the Project Manager.

3.9 Ensure that accommodation is fit for letting and meets Health and Safety requirements prior to let.

4. As a member of the Project team 

4.1 To provide cover for colleagues in their absence as and when required.

4.2 Participation in supervision/appraisal meetings for professional development.

4.3 To attend team briefings and resident selection meetings as and when required.

4.4 Participation in training activities.

5. Personal Responsibilities

5.1 To maintain the highest level of confidentiality within the Associations Polices and Procedures.

5.2 Contribute to the overall development of the Association by using individual skills, strengths and abilities.

6. Promoting the Project to the wider community to include networking and liaising with a wide variety of agencies.

7. Any other duties that are deemed appropriate to the post.
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ADULLAM HOMES HOUSING ASSOCIATION 
LIMITED

Person Specification

PLEASE ENSURE ALL THESE POINTS ARE EVIDENCED IN

YOUR APPLICATION FORM

Post:
Project Worker (part time)
Location:  Derby Project, based at Coach House, Alfreton

	ESSENTIAL Experience, Skills and Knowledge

Understanding of the issues relating to Homelessness and vulnerable people

Knowledge of Housing Benefits Procedure, Welfare Rights and Arrears Monitoring

Sound administration and IT skills

Excellent verbal and written communication skills

Ability to keep accurate records

Ability to be able to work well and effectively in a team

Ability to identify and report any issues raised by residents

Ability to identify and action repairs and maintenance of property 

Understanding of the need to adhere to the lone working policy

Understanding of the need for confidentiality

	Essential Behaviours

Flexible

Assertive

Positive and enthusiastic

Approachable

Focussed on actions and achieving outcomes



	Other

A commitment to work within the Christian Ethos of the Association

A commitment to working within the Associations’ Equal Opportunity Policies and Codes of practice

Flexibility to working hours, evenings




JD&PS PW – Derby Project

  May 2010
JD&PS PW – Derby Project

  May 2010
JD&PS PW – Derby Project

  May 2010

