The Whitechapel Centre
Job Description

Job Title:



Bank Support Worker 
Salary Scale:



NJC SCP 21 - 28
Responsible To:


Team Manager

General Purpose of the Job 

To provide cover for Supported Housing / UORS / Supported Accommodation workers across the organisation for limited periods of time as required.  This will usually be in response to difficulties relating to staffing and workloads.
To facilitate and take responsibility for the continuation of on-going work relating to individual projects.  This involves undertaking all responsibilities and duties in line with contractual obligations and service specifications of individual projects.
Key Responsibilities
1. 
To ensure the continuation and development of services from across the organisation for limited periods of time as cover is required, working with other staff, agencies and stakeholders to ensure that the best possible services are provided for service users within the resources available.  This may include:
· receiving referrals of prospective participants and undertaking an assessment of housing and support needs in accordance with the selection criteria for each individual project.

· ensuring necessary pre-tenancy work, including initial crisis / immediate needs, is carried out, including helping individuals plan and adjust to the changes that will take place following a move to independent / long-term accommodation.

· negotiating the development and implementation of individualised and tailored resettlement / support plans with participants.  Work should be discharged in the most appropriate manner and would be expected to include support, training, advocacy, counselling and advice.  The resettlement / support plan will aim to maximise an individual’s potential to be self-determining by providing an integrated package of service that facilitates individual development.

· reviewing individual needs and support plans if required.

· visiting and supporting participants on a regular basis as agreed in their support plan.

· making appropriate referrals / applications for accommodation, where required.

· working with housing providers to ensure that housing is carefully matched to individual need.

· ensuring that participants move into their home in a planned way.  This includes ensuring terms and conditions of tenancy agreements are explained clearly and all necessary administration undertaken.

· helping undertake housing management duties, including investigation of  nuisance complaints, neighbour disputes and other housing management problems and possible remedies; inspecting properties and reporting all necessary repairs and damage; ensuring that repair requests are dealt with in line with the agreed policies; ensuring the tenancy is maintained at a habitable standard and taking appropriate action as required to ensure the health and safety of the individual, other tenants and visitors.

· giving advice and assistance to ensure that all necessary finance including Housing Benefit and other welfare benefits are claimed.

· providing advice and ensuring that all utilities and other bills associated with the tenancy are activated and appropriate payment plans executed.

· advising participants on budgeting for rent, fuel and other domestic bills.

· assisting participants to access health care, other support services, leisure, education, employment or other services within the community.

· developing relationships with external agencies such as health and social services to ensure appropriate support packages are provided.

· negotiating the appropriate withdrawal of support services, developing appropriate plans to facilitate this, and ensuring any other alternative support systems are in place.

· Ensuring contractual or other performance outcomes are achieved.

2.  
To maintain a comprehensive level of knowledge of relevant legislation, including welfare benefits law and procedures, good practice requirements and The Whitechapel Centre’s policies and procedures.

3.  
To participate in the monitoring, evaluation and audit of service provision across the organisation.

5. 
To build strong professional relationships and clear lines of communication with service users, colleagues and external agencies.

6. 
To maintain appropriate records and administration systems which ensure services are efficient and effective.

7.  
To produce written reports and statistics as required.

Other duties

1. To work an average 37.5 hour seek flexibly to allow for direct service provision / organisational duties including early morning, evening, bank holiday, weekend, cold weather and Christmas.

2. To be available to work on-call to respond to emergencies.

3. To work in other sections of the organisation as required.

4. When deemed appropriate by Whitechapel Management, to undertake the lead role in various work and organisational issues.

5. To attend all staff meetings, attend all training courses and to represent the organisation as required.

6. To work at all times within the agreed policies and working practices of The Whitechapel Centre.

7. To contribute to the review and development of the organisation.

8. To undertake other duties as may be required from time to time.

9. The worker will normally undertake duties as per their job description.  S/he will on occasions, and in necessary circumstances, be called upon to undertake work in other locations, in order to facilitate the work of The Whitechapel Centre.

Disclosure and Barring
The nature of this post involves working with vulnerable adults.  Please note that appointment will be subject to an enhanced DBS check.
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