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Job Description : Tenancy Sustainment Officer 

Responsible to : Accommodation Manager

Responsible for: None

Hours of work: 37.5 hours per week to include weekend working

Salary : £23,000 - £25,000 per year, depending on experience 
Role:
York Road Project supports people experiencing homelessness in Woking. The role requires the worker to primarily support clients moving from our Night Shelter into our move on properties, the post holder will work alongside statutory and non-statutory agencies to offer holistic and client centred support for the clients via 1-1 meetings and focus on securing future, longer term accommodation.

The post holder will also be responsible for the housing management of the move on properties, including all aspects of maintenance and health and safety.

This is a challenging but rewarding role which needs passion, skill, compassion and empathy to support individuals away from the cycle of homelessness and towards a stable, contributing lifestyle in the community.

Main responsibilities
· Managing properties and the clients who live their

· Responsible for housing management and Health and Safety of all move on properties

· With clients involvement, develop and deliver client centred support plan.

· Involvement in all other YRP services.

Key Tasks:
· To represent the organisation in a professional manner at all times.

· Ensure YRP is a welcoming and secure place for our clients.

· Support clients to understand and adhere to their licence agreement.

· Interview and assess new clients for the move on properties and to ensure information given on assessment is correct and appropriate level of support is offered.

· Support all clients to make Housing Benefit claims and any other appropriate benefits.

· Keep clear and precise records of rent collected and rental arrears of clients, creating debt repayment plans if appropriate.

· Follow all organisational policies and procedures, reporting any breaches to the Operations Manager.

· Ensure all support plans and client files maintained and regularly updated.

· Ensure good communication between staff in different teams using the database and up-to-date support plans.

· To manage and maintain clear guidance and training for clients regarding life skills training, basic tenancy management and further employment and educational opportunities.

· Be responsible for the safety and security of the properties and clients.

· To supervise the maintenance of all YRP properties.

· Responsible for maintaining Fire Safety records.

· Build and maintain relationships with all relevant partnership agencies as required.

· To cover on call as part of a rota.

· To assist in The Prop Day Centre and/or Night Shelter as required/directed by the Operations Manager and/or Chief Executive.

· To collate accurately and on time, quarterly/annual statistics as required.

· To indirectly manage a budget in excess of 100k

· To understand the service contracts and to ensure contract compliance.

· To undertake any tasks as identified by the Operations Manager and/or the Chief Executive, as and when required, to meet the needs of the Organisation.

· Post holder may be required to work outside normal working hours.

Meetings to be attended:
· Day Team Meetings

· Full Team Meetings

· Appropriate external meetings.

Policies and procedures to be adhered include:
· Fire Safety

· Health and Safety

· Equal Opportunities Policy

· Confidentially Policy

· Data Protection Policy

· Drug and Alcohol Policy

· Food Hygiene

· Safeguarding and the Protection of Vulnerable Adults

· All internal policies and procedures.

Record Keeping:
· Recording all contact with clients electronically/hard copy in a timely manner ensuring accuracy at all times.

· Recording and securing all paper documentation according to the Data Protection and Confidentiality policy.

· Ensuring that any monies received are recorded and stored securely as per policy.

· Ensuring that all records are completed accurately and on time to meet the needs of the Organisations Commissioners.

Training:
· The post holder will be required to undertake internal and external training which may be away from the normal place of work and outside of normal working hours.
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