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Job Description

Job Title:
Independent Housing Support Worker
Reports to:
National Projects Manager
Location:
Wrexham office
Hours:
35 hours

Salary:
£20,595 per annum 

Post No:
SC401
__________________________________________________________________

Background to our organisation

Shelter Cymru is the people and homes charity in Wales and works for the prevention of homelessness, the improvement of housing conditions, and the right of everyone to a safe, suitable and affordable home.
We understand the damage that bad housing causes. Every day we deal with the effect it has on people's lives. 

Shelter Cymru’s vision, mission and values 
Vision 

Everyone in Wales should have a decent and affordable home: it is the foundation for the health and well-being of people and communities.

Mission

Shelter Cymru’s mission is to improve people’s lives through our advice and support services and through training, education and information work. Through our policy, research, campaigning and lobbying, we will help overcome the barriers that stand in the way of people in Wales having a decent affordable home.
Values

Be independent and not compromised in any aspect of our work with people in housing need.

Work as equals with people in housing need, respect their needs, and help them to take control of their own lives.

Constructively challenge to ensure people are properly assisted and to improve good practice.
Shelter Cymru’s 2020 Vision

Shelter Cymru has an ambitious vision that by 2020 the organisation will;

· Be able to help 50% more people each year and offer increased access to its services through a wide range of channels.

· Have established a mass movement of passion and influence.

· Have become more financially independent through a substantial growth in fundraising.

· Be a more enterprising organisation, innovative, competitive and quick to grasp opportunities. 
Background to the post

The delivery and development of a National Housing Rights advice service is one of the primary means by which Shelter Cymru fulfils its aims and objectives of preventing homelessness and improving bad housing conditions.  As a Housing Support Worker you will be expected to make a significant contribution to the successful delivery and development of these services

The main activities of the team are:

· The delivery of high quality and cost effective national housing advice and advocacy services to people in housing need.

· The development and promotion of our services to potential partners and funders.

· The identification and promotion of housing policy initiatives.

· The promotion of best practice in housing policy and management through the provision of training and other information channels.

1.0
Main Duties

1.1
Working as part of a team funded by Supporting People, via Flintshire County Council, the post holder will deliver a floating housing support service to Flintshire residents who are tenants in the social-rented/private sector, or who are owner-occupiers, by providing appropriate support, information and advocacy.
1.2
Practical help is provided to clients on a regular basis (doing ‘with’ rather than ‘for’), mostly by home visit, also at neutral venues, and by email, text, telephone or letter, to help them maintain their accommodation. The service aims to prevent homelessness and empower clients to deal with their issues wherever possible. Tasks can include help with budgeting, rent/mortgage arrears, claiming benefits, moving to more suitable accommodation, setting up a new home, accessing employment/training/volunteering opportunities, neighbour disputes, adaptations/repairs, medical problems, parenting.

1.3
Maintaining a manageable caseload of clients as agreed with the funder and line manager.
1.4
Maintaining and establishing effective communication mechanisms with local authority officers, landlords and other relevant agencies.
1.5
Helping to develop a promotional strategy for the project in conjunction with the other team members and the local authority.  
1.6
Ensuring all casework records are accurate and kept up-to-date, accessible to other staff (where appropriate), that reports are prepared as required, and that all local casework information systems are maintained effectively.

1.7
Assisting with the development and implementation of strategies and policies, which will enable vulnerable people to maintain their accommodation.
1.8
To support the role of volunteers within the team.


2.0    Monitoring and Evaluation

2.1
Ensure that monitoring and reporting on the agreed Performance Indicators takes place as required by funders and Shelter Cymru.
2.2 
To evaluate the effectiveness of the project in helping reduce repeat homelessness and ensuring sustainable tenancies.
3.0
Policy, Campaigning and Training
3.1

To endeavour to prevent homelessness by challenging decisions in an appropriate manner, referring cases that require Legal Advice and Assistance to the Shelter Cymru Housing Law Caseworker.
3.2
To identify opportunities to effect positive change to housing policy in Wales and to 
pursue such opportunities in liaison with the line manager and other staff.
3.3
To participate in agreed policy conferences, seminars and events and to respond to 
requests for information from the media in consultation with the line manager and other 
relevant staff.
3.4
To make a contribution to the public and in-house training programme and to undertake speaking engagements with outside groups as agreed with the line manager.

4.0    General

4.1
Participate as and when required in team and one-to-one meetings, and undertake, as appropriate, courses/training/other developmental activities, relevant to the role.

4.2
Ensure, in the course of employment, complete confidentiality is maintained in respect of the Charity, its dealings, transactions, affairs and all other information relating to clients, participants, associates, staff and other subsidiaries etc.

4.3
Keep up to date with developments within Shelter Cymru and other sector-wide practices, that influence the day-to-day activities within the role, ensuring compliance with relevant legislation and any other relevant internal/external factor(s).

4.4
Ensure all activities comply with appropriate legal requirements and with Shelter Cymru policies and procedures.

4.5
Demonstrate commitment to the aims and objectives of Shelter Cymru and the 
implementation of its Equal Opportunities policy and Welsh Language Scheme in the 

           workplace
4.6  
To support the work of volunteers and other placements as requested.

In addition to the duties and responsibilities outlined, you must be prepared to undertake such additional duties which may result from changing circumstances, but which may not of necessity change the general character or level of responsibility to the post.

You will be subject to a performance review which will incorporate a review of the above duties and performance over the period.
As the post may involve working with vulnerable people, your employment will be subject to a satisfactory Disclosure and Barring Scheme check.
Job Specification – Independent Housing Support Worker
	Knowledge, Skills and Experience
	Essential
	Desirable

	Provides advice and information which may be sensitive, which requires tact where there may be barriers to understanding/or to a non-specialist audience.


	(
	

	Able to communicate clearly, effectively and sensitively with people.


	(
	

	Excellent written skills using a variety of formats.


	(
	

	Experience of working with a client based group, providing advocacy, advice and support, either paid or unpaid, in the voluntary, statutory or private sectors.


	(
	

	Knowledge of how local authorities work, together with an understanding of the roles and inter-relations of statutory and voluntary organisations.

	(
	

	Experience of setting, working to and achieving agreed targets.

	(
	

	Working knowledge of housing and welfare benefits, income maximisation and basic money/debt advice.

	(
	

	Understands dynamics of working within a team setting and effective management of joint caseloads when necessary.

	(
	

	Excellent organisational skills and the ability to prioritise and effectively manage time and workload to meet deadlines/targets. 


	(
	

	Confident in use of word, email, internet, able to undertake own administration including data inputting and maintaining accurate records.

	(
	

	Full driving licence and access to a vehicle.


	
	(

	Works flexibly which will include travelling to other locations/offices in an acceptably time-efficient manner, and on occasion, working outside usual office hours.


	(
	

	Able to speak Welsh fluently.


	
	(


Core competencies
Listed below are Shelter Cymru’s core competencies.  Each competency provides a list of positive behavioural indicators which we believe best describe what good performance looks like.  
1.
Leadership and Integrity
This is about being able to motivate teams and colleagues, having a clear vision for the team and acting fairly and responsibly in all circumstances. Also, where there is no formal leadership role, taking the lead on certain projects or initiatives.

2
Motivation and initiative

We believe that staff should make as many decisions as possible within their remit and concerning their roles and responsibilities without having to refer to managers.

3.
Working co-operatively

Being able to work effectively with other team members and with other teams is essential in getting work done effectively.

4.
Reliability

This is not only about being punctual and carrying through agreed actions to a conclusion, it is also about being able to perform the job with the minimum of supervision.

5.
Change and adaptability
We want staff to be open minded about new ideas and methods of working. We want staff to be pro-active in improving their skills and knowledge in line with new developments and opportunities. We also want staff to contribute to ideas and innovations.

6.
Respect

We expect staff to reflect the key organisation attribute of respect, which is both towards other colleagues, and users of the organisation.

7.
Problem solving

We expect staff not to simply identify problems but to help solve them. 

8.
Budget and cost aware

Whatever staff do they must consider whether it is value for money. In addition staff should be aware of team and organisational budgets and adhere to financial rules and procedures.

9.
Administration
Staff are expected to complete their own personal administration requirements on time and accurately. Also, when required, to provide timely information for team or project reports.

Other Conditions

	Salary
	£20,595 per annum 


	Contract type
	Permanent (subject to continued funding)


	Hours
	Normal office hours are 9.30 am to 5.30 pm, Monday to Friday. The post holder will be expected to work the agreed hours per week. Work outside office hours may sometimes be necessary and will be compensated for by time off in lieu.



	Annual leave
	29 days plus 2 concessionary days at Christmas and New Year (excluding statutory and national holidays).

Annual leave and statutory holidays are calculated on a pro rata basis where applicable.



	Pension
	Shelter Cymru operates a contributory pension scheme. Shelter Cymru will contribute an amount equivalent to 4% of gross salary upon 4% from the member of staff, into our Group Stakeholder pension scheme.

If you wish to join this scheme, it can come into force once you begin working Shelter Cymru and can continue for the duration of the contract.


	Mileage
	A fixed rate allowance is payable for agreed mileage undertaken on Shelter Cymru business in a private vehicle, over and above your usual journey to your workplace/s. 
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