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ROLE PROFILE
	Job: Refuge Project Officer
	Reports to: Team Leader
	Tier:  Spot



	Job Purpose:
To support women and children, who are fleeing domestic abuse in a women’s refuge. Manage the scheme on a day to day basis, ensuring a safe and secure environment for residents and ensuring that support needs are identified and met to enable residents to secure and maintain safe independent accommodation. 
	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Results or Commercial focus
· Building Relationships


	Key Responsibilities:
1. To control access to the Refuge, ensuring that all referrals are interviewed and introduced to the scheme and that any professional visitors are signed in and out of the scheme.

2. To carry out internal and external patrols, along with the monitoring of security and CCTV systems to maximise residents’ safety. 
3. To deliver support to residents through key work sessions and support planning, ensuring 24-hour access to staff, services and facilities.

4. To deal with any incidents that occur, liaising with many external agencies where necessary, ensuring that residents comply with conditions of occupancy.
5. To ensure that the scheme adheres strictly to Safeguarding Policy and Procedure.

6. To ensure that all health and safety procedures are followed and that a response to any matter that may cause risk, harm or injury is dealt with effectively, providing a safe environment.

7. To maintain accurate, confidential records relating to critical data sheets, support plans and risk assessments. 
8. To process all paperwork, complete housing benefit claims, collect rents and pursue rent arrears, ensuring policy and procedural compliance.




	
	Essential
	Desirable

	Knowledge skills & experience


	•
Must be able to demonstrate empathy towards           

             survivors/victims of domestic abuse with multiple support  

             needs
•
Excellent interpersonal and communication skills with the 
             ability to relate to a wide range of people
•
Good administration and organisational skills and ability to 
             prioritise a busy workload
•
Positive attitude and flexible approach
•
Ability to work unsupervised and use own initiative

•
Ability to use full range of IT packages

•
Ability to deal with emergency situations

	· Experience of working in a similar environment/with other vulnerable groups
· Experience of dealing with emotionally charged situations

· Welfare benefits knowledge
· Experience of cash handling

	Specific Role Accountabilities for People, Finance and Policy (ie accountability for managing a team/ budgets etc)
	· Accountable to the refuge manager

	

	Key Relationships (internal/external)

	· Ability to work as part of a small team

· Ability to work as part of a multi disciplinary team

	

	Qualifications

	· Good all-round education

	

	Safeguarding of Children, Young People and Vulnerable Adults 
Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 
As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy, and to be aware of, and work in, accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


Evaluation for Agile Working

	
	

Description
	Evaluation for Agile

	Equipment to work in an Agile manner


	N/A
	

	Is the role conducive to working in an Agile Manner?
	This role is not conducive to agile working, the Project Officer is scheme based in refuge and often works alone, so cannot leave scheme whilst on duty.

	Agile working is not an option for this post.

	Meetings 


	N/A

	

	Work Schedule


	2 x 12.5 hour day shifts then 2 x 12.5 hour waking night shifts, followed by 6 days off.  This 10 day work pattern is on a rolling rota.
	N/A

	Summary

                       Cherry Wild                              Refuge Manager
Signed by ………………………………Job Title……………………………                                             Director of HR………………………………..Print Name…………………………………..




YHG Values:    Passion
Pride
Creativity
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