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JOB DESCRIPTION

TITLE OF POST 
Senior Support Worker, Lighthouse Project 55+
REPORTS TO

Team Leader– Lighthouse Project 55+ 
GRADE/SALARY

SCP 21 £10.31 per hour
HOURS


18.5 Hours per week
BASE FOR WORK

Baneswell, Newport
______________________________________________________________
JOB PURPOSE
Providing day to day support to the Team leader in relation to risk assessment, prioritisation and allocation of referrals to support workers and volunteers where appropriate. Providing specialist support to staff/volunteers. Providing housing related support to people aged 55 plus, covering a diverse range of issues and assisting colleagues with complex cases will be your priority. You will manage your work time effectively, and have the ability to be flexible in order to meet service needs. The ability to drive and have use of your own vehicle for work purposes is essential to your role. 

KEY RESPONSIBILITIES
· To assist with telephone enquiries and accept referrals to the service from the Supporting People Hub.

· To assist the Team Leader with prioritising, risk assessing and allocating referrals.

· To assist the Team Leader with collating and reviewing Schedule ii reports as required by Supporting People Team.
· To be the first line of contact for the rest of the team as they provide housing related support to service users, providing additional support through coaching and mentoring.

· To perform additional routine administrative and mentoring tasks as directed by the Team Leader when required, such as reviewing case files before closure.

· To maintain confidentiality and understand issues of General Data Protection procedures

· To help vulnerable people develop, or maintain, the skills and confidence necessary to live independently. To provide housing related support to clients in a variety of ways including financial maximisation, practical skills, maintaining payments and promoting economic progress, improving resilience, accessing appropriate services and accommodation.

· To understand the role of the support worker in presenting information and support to service users, to enable them to take part in decision making.

· To assist service users with support at their home, in the office or on the telephone as required.

· To complete comprehensive support plans with service users focusing on realistic agreed goals, which enable outcomes to be monitored.

· To log clear and concise information on shared IT Systems ensuring all electronic case notes are completed accurately and to a quality assurance level standard.

· To compile accurate schedules and monitoring outcomes as required by the Supporting People Team and detailed records in order that accurate statistics can be compiled.

· To perform routine administrative tasks as directed by the Team Leader such as submitting expenses claims and annual leave requests using an online portal.

· To be prepared to undertake regular training as required by the Service including online training modules.

· To form an active part of the team, participating in and facilitating team meetings and attending regular supervisions and appraisals.

· To be willing to work flexibly across the service’s operational area.

	Person Specification


	Requirement
	Essential/

Desirable
	How tested

	Education and Training
	
	

	QCF level 4 and above, or equivalent, or willing to undertake training
	E
	Application

	A well-developed knowledge of IT and technology including; bespoke databases and online portals, Outlook and Microsoft Office
	D
	Application

	Admin/organisational skills by experience
	E
	Application

	Skills and aptitudes
	
	

	Previous experience of working with the service user group 
	E
	Application and interview

	Experience of understanding and maintaining records
	E
	Application and interview

	An understanding of Housing Related needs of  older people in the community
	E
	Application and interview

	Demonstrate the ability to think and act in a non judgmental way
	E
	Application and interview

	Experience of the benefits system and the completion of benefit applications, including on-line
	E
	Application and interview

	A good understanding of routine administration procedures
	D
	Application and interview

	Good communication and interpersonal skills
	E
	Interview

	An understanding of confidentiality and data protection
	E
	Application and Interview

	Circumstances
	
	

	Willing to work flexibly to meet the business need as and when required between 8.00am and 8.00pm Monday to Friday.
Some Saturday morning work on a Rota basis.
	
	

	Full driving licence and access to a vehicle for work purposes
	
	

	Willing to undertake any relevant training
	
	

	Further requirements
	
	

	Enhanced DBS disclosure required on appointment
	
	

	Two satisfactory references pre-interview
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