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Role Profile
	Tenancy Support Officer


Reports to:
	Independent Living Services Manager 


Team:
	Independent Living 


Line Manages:
	None


Location:
	 Morfa Gele - Mobile, as required to deliver services


Salary, Hours and Holidays:
	Grade 5- Point Q-T start on £28,012 gross per annum pro rata – funded by Housing Support Grant
Part-time 18.5 hours per week 
25 days holiday plus bank holidays (rising to 32 days with service)


Job Purpose:
	To provide a comprehensive support and advice service to new or existing tenants, temporary accommodation, Bed and Breakfast and Welsh Government leased scheme assessed as being in need of such support, with a view to ensuring compliance with tenancy conditions, working towards sustainable tenancies, preventing homelessness, the learning of appropriate life skills to promote independent living.


Role Dimensions:
	Approximately 15-25 support cases to work with at any one time. 
Support can be for a few weeks/months up to 2 years depending on the needs of the client. 
A variety of factors may present a client as a vulnerable adult including but not limited to; those fleeing domestic violence, those with learning difficulties, ex-offenders, older people (50+), those who may have drug or alcohol dependencies, Complex cases and Hoarding behaviours.


Focus and Key Responsibilities:
	· To work and deal with clients who may have complex and challenging housing support needs, in a constructive manner and with the aim of assisting them to maintain their tenancies, or work towards getting their own tenancies.
· To accept and process referral documentation including the assessment of need.
· Maintain up to date support plan and monitoring of the outcomes framework to meet Housing Support Grant (HSG) service level agreement (SLA). 
· To assist clients with budgeting/debt counselling including up-take of welfare benefits the completion of Housing Benefit/Council Tax and other welfare benefits forms when appropriate and in liaison with the Money Support team.
· Assist Housing Officers (HO)/Housing Support Accommodation Officers (HSAO to deal with neighbour disputes and anti-social behaviour that may occur or affect clients receiving this support. 
· To identify the need for and to access other specialised support when appropriate, liaising with other agencies to facilitate access to support for individuals.
· Working with and providing guidance to clients to ensure compliance with the conditions of tenancy in order to prevent homelessness. (e.g. on maintaining cleanliness, gardening, etc).
· Providing general advice and support to clients to promote independence and social integration (including providing support or encouragement to arrange or attend social activities.
· To liaise with HO, HSAO, Social Workers and other agencies where appropriate to ensure that a co-ordinated approach to support is provided for example to discuss needs for adaptations to a property for an individual etc.
· Maintain appropriate records and write reports as required (such as bringing forward ‘Best Practice’ ideas relating to ‘Supporting People’ service delivery).
· Through a process of structured assessment, be pro-active in developing appropriate support plans and other forms of tenancy/ occupancy agreements
· To provide all necessary support to new clients in resettlement (for example supporting them to contact the utilities, access furniture, notifying relevant agencies of change of address, explain Tenancy Conditions and how to report repairs.)
· Be fully conversant with the defined targets and Housing Support Grant (HSG) criteria and to ensure that they are monitored, achieved and reported under the direction of the Independent Living Services Manager.

· Supporting clients who may have built a dependency over a long time upon others providing support to them or with complex social needs may create some stretch in this role and working with them to adopt behaviours which will enable them to live more independently and to sustain this behaviour reducing the reliance on others.

General
· The job description is designed to provide a general overview of a role, responsibilities and accountabilities and does not list every requirement. 
· Employees are expected to carry out reasonable management instructions and other duties commensurate to the role that are lawful, ethical, within the scope of their duties, and consistent with company policies and procedures.



Key Relationships:
	External:
Local Authority, to receive and liaise with them about referrals. 
Daily contact with tenants and residents on support needed (face to face or via the telephone).
Regular contact with other organisations to encourage a collaborative approach to support for tenants (Furniture Reclaim, Housing Benefits, education providers etc)

	Internal 
Financial Inclusion Advisor, Home Finder and Neighbourhood Coordinators on a daily basis to liaise for example about available support, tenancy concerns or resettlements.



Person Specification
Qualifications:
	
	Essential/ 
Desirable
	Assessed by?
Application (A) or
(Curriculum Vitae (CV)/ Covering Letter (CL) for senior roles)
I – Interview (I) or Ability Test

	NVQ (or equivalent) in care or support work
	Desirable
	Application/ Certification



Knowledge and Experience:
	
	Essential/
Desirable
	Assessed by? 


	Experience working in a housing related or relevant field
	Essential
	Application / Interview

	Knowledge of the legal processes associated with Social Landlord and Tenant relationship
	Essential
	Application / Interview

	Experience of working with vulnerable people in the community
	Essential
	Application / Interview

	Experience of attending multi-agency meetings or advocating on behalf of others
	Essential
	Application / Interview




Skills:
	
	Essential/
Desirable
	Assessed by?

	Experience working in a housing related or relevant field
	Essential
	Application / Interview

	Knowledge of the legal processes associated with Social Landlord and Tenant relationship
	Essential
	Application / Interview

	Experience of working with vulnerable people in the community
	Essential
	Application / Interview

	Experience of attending multi-agency meetings or advocating on behalf of others
	Essential
	Application / Interview

	The ability to communicate fluently both verbally and in writing through the medium of English 
	Essential
	Application / Interview

	The ability to communicate fluently both verbally and in writing through the medium of Welsh 
	Essential
	Application / Interview

	Ability to drive in the UK with access to own vehicle (if relevant for the role)
	Essential
	Certification



Cartrefi Commitments
	
	Essential/
Desirable
	Assessed by?

	We do the Right Thing
	E
	Interview

	We Lead by Example
	E
	Interview

	We are stronger together
	E
	Interview



Equal Opportunities Statement Cartrefi Conwy are committed to Equality and Diversity in our activities and welcome applications from all qualified candidates.
*Where disability precludes, this will be reviewed with the candidates at the interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement.
Data Protection: Your personal data will be handled in accordance with GDPR and the Data Protection Act 2018. We will use your data solely for recruitment purposes and will not share it with third parties without your consent.
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