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ROLE PROFILE
	Job: Project Officer
	Reports to: Deputy Manager 
	Tier: Spot Salary 




	Job Purpose: 
To provide  key worker support for residents through advocacy, 1-2-1 support and in group work settings to include life skills and independent living skills. Interview applicants, produce support plans and risk assessments. Work with other team members and other professionals, including Social Workers, Health including CPN’s , Probation/YOT, Education, Police, Benefits agencies to support residents to maintain their licence/tenancy. Provide scheme cover on a rota basis maintaining safety and security of the scheme.

	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Results or Commercial focus

· Impact and influencing
· Building relationships


	Key Responsibilities:
1. To assist in the resident application and allocation process including conducting interviews and producing risk assessments. Contribute an opinion regarding allocation of property.

2. Deliver the induction module for the residents. 

3. Responsible for supporting residents personal development by ensuring they attend internal and external appointments/interviews.

4. Responsible for building and maintaining positive relationships with professionals from statutory and voluntary agencies.

5. Accountable for a caseload of young people ensuring each young person has a relevant and up to date support plan and risk assessment. 

6. Responsible for ensuring every young person on their allocated caseload has an opportunity to meet on a 1-2-1 basis at least monthly.

7. To minimise voids and arrears through key work. Provide support with budgeting, welfare benefits and life skills to each young person on their    allocated caseload. 

8. To conduct health and safety flat checks and raise any matters that may cause risk, harm or injury to themselves or others. 

9. Responsible for the entire project on a lone working basis between the hours of 8-9am and 5-8pm. Ensuring policy and procedure are adhered             to.
10. Maintain accurate records of a confidential and sensitive nature including critical data sheets, risk assessments, support plans in accordance with agreed procedures ensuring confidentiality at all times. 

11. Responsible for the handover process on a rota basis. Including cash handling, critical date and Health and Safety.

12. To have a flexible approach to work and assist in the delivery of the learning and housing management functions.



	
	Essential
	Desirable

	Knowledge skills & experience


	• Ability to relate to vulnerable residents must be able to demonstrate empathy towards young people.

• Excellent interpersonal skills 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. Experience of working is a busy office environment.

• Positive attitude and flexible approach

• Ability to work unsupervised and use own initiative

• Ability to use full range of IT packages

• Ability to maintain accurate confidential records

• Ability to deal with emergency situations


	

	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	Ensuring that the scheme is operating within the YHG policies and procedures. 

Ensure financial standing orders are adhered to.
	

	Key Relationships (internal/external)

	To build a positive working relationship with agencies within the wider community to ensure a holistic approach is offered. 
	

	Qualifications

	
	

	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.


YHG Values:    Passion
Pride
Creativity
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