	JOB TITLE: RELIEF PROJECT WORKER

As and when

	Job description
Responsible to : Operations Manager 
Reports to: Project Manager
Overall Purpose:  
The post holder is required to work flexibly in the best interest of the Trust, on an as and when basis.
Performance outcomes:

· Security of the building and contents (60%)

· Collect SU charges (10%)
· Admission and leaving of SU and visitors, ensuring policy and procedure is adhered to (20%)
· Dealing with serious incidents, if required (10%)
	Person specification
Essential criteria:

1. Good communication skills;
2. Empathy towards SU;
3. Good computer skills (Word, Excel);
4. Ability to remain calm in difficult and challenging situations and to respond appropriate;
5. Ability and willingness to be flexible and work unsociable hours including evenings, nights,  weekend and bank holidays, as per the rota in place at the project;
6. Willingness to undertake any appropriate further training as required (Professional Boundaries, Motivational Interviewing, Health and Safety, etc.) and to demonstrate how you have put this training into practice within your work.

Desirable criteria:

1. Experience of working with homeless people 

2. Understanding of the issue facing homelessness

	Key Results Areas:
1. Assist the Project Manager / Senior Project Worker with the admission and leaving of SU, ensuring policy and procedure is adhered to and records maintained;

2. Ensure welfare needs of SU are acknowledged and effective support given;
3. Liaise with other agencies and professionals where appropriate, such as GPs, Social Workers, Housing Officers, and Welfare Benefits;
4. Write reports and maintain other written records, such as personal notes, office diary, log book, serious incidents, etc;
5. Undertake domestic  tasks  when required such as cleaning rooms, preparing sandwiches;
6. Let a senior member of staff know about any significant matters as soon as possible including appropriate use of the on-call system;
7. To make effective ‘hand over s‘ ,  including petty cash;

8. Keep information confidential and maintain professional boundaries;
9. Do any other jobs at a similar level which the manager may reasonably ask.
Note: To allow for the changing needs of the service, the job description is subject to periodic review and may be amended following discussion with the post holder
	

	
	What you can expect from us
· 1.5 times hourly rate for working on Bank Holidays
· Paid annual leave entitlement

________
SU = Service Users; HB = Housing Benefits


