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JOB DESCRIPTION___________________________________________________________________

	Post of:			Support Worker

Reporting to:		Services Manager 

PURPOSE OF THE POST______________________________________________________________  

To take responsibility for the day to day running of projects belonging to Cambridge Cyrenians

To provide cover and someone to one support for residents of Cambridge Cyrenians existing move on and long stay projects.

DUTIES AND RESPONSIBILITIES_______________________________________________________

1.1	Participate in the selection of residents for the project.

1.2	Ensure that individuals accepting accommodation understand their rights and responsibilities as residents of the project.

1.3	Ensure that accommodation charges are collected and arrears followed up, that housing benefit claims are processed and closely monitored, and that proper records are kept.

1.4	Encourage participation of the residents in the services provided and to ensure they share the responsibility for the day to day running of the house. 

1.5	Support residents in identifying solutions to their social and housing problems to enable residents to live as independently as possible.

1.6	Ensure residents are aware of all entitlements to welfare and housing benefits, that they are aware of their housing options and assist in making applications as necessary.

1.7	To develop and maintain links with appropriate statutory and voluntary agencies on behalf of residents.


1.8	Ensure that should notice to quit be given to any resident, that appropriate consultation has taken place with the Services Manager and that the situation is resolved in accordance with written policy.

1.9	Ensure vacancies in the houses are made known to the Services Manager and Supported Accommodation Manager.

1.10	Prepare rooms for re-letting and assist with general cleaning as required.

1.11	Ensure that the physical standard of the house is improved/maintained, ensuring that Health & Safety, environmental health, fire standards are met.

1.12	Report and follow up repairs needed in the house with the appropriate agencies.

1.13	To provide a contact point for local neighbours to ensure the project has minimal impact on the local community.

1.14	Assist residents in applying for work, volunteer placements etc.

1.15	Monitor resident’s engagement with meaningful activities to ensure appropriateness of the accommodation for the individual.

2.	Administration

2.1	To ensure that all records are kept in a proper manner and up to date using the system adopted by the service.

2.2	To maintain, develop and present statistical information relevant to the service for monitoring and evaluation purposes.

2.3       To be accountable for any expenditure.

3.	Other

3.1       To be familiar with and abide by the organisations polices and procedures.

3.2 Actively promote good practice in respect to equal opportunities, confidentiality and   staff/resident safety.

3.3 To attend Staff meetings and other meetings as required.

3.4 To participate in regular supervision sessions with your line manager.

3.5	To attend training courses where appropriate.

3.6	To contribute to discussions about the development of the service.

3.7	From time to time, with the Supported Accommodation Manager and Services Manager, review and update this job description, should changes be identified as beneficial to the client group. 

3.8	Carry out such duties as may, from time to time, be agreed with your line manager.

	Post holder’s name:
	Signature

	
	


	Line Manager’s name:
	Signature

	

	







	
4, Short Street, Cambridge, CB1 1LB
T 01223 712502/07821126612 E emma@cambridgecyrenians.org.uk 
Secure Email: emma.hooton@camcyr.cjsm.net  
W cambridgecyrenians.org.uk

image1.jpg
CAMBRIDGE
CYRENIANS

HOMES - CHOICES - FUTURES

Cambridge Cyrenians Ltd. Registered Office: 4, Short Street, Cambridge, CB1 1LB | T 01223 712501 | W cambridgecyrenians.org.uk vlrl" “\\e‘ INVESTORS
Registered Charity 261994 Registered Company in England and Wales 992199 !.‘\ “y IN PEOPLE

4




