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Adref Ltd

Addressing Homelessness, Realising Potential
Hostel Manager
Job Description

POST:                                   Hostel Manager
PROJECT:                            Mill Street Hostel
HOURS:                               35 hours per week

SALARY:                               £25,463 - £28,221 
ANNUAL LEAVE:             25 days (rising to 30 after 5 years) plus statutory holidays.

RESPONSIBLE TO:           Operations Director 

RESONSIBLE FOR:           Support Assistants and Support Workers
BASED:                               Mill Street Hostel, Pontypridd
Main Objectives

· To promote the general welfare of single, homeless people who are housed/supported by Adref and those who have ‘moved on’ from the organisation’s supported housing services.

· To provide high quality support to Adref clients in line with current organisational policy and procedure.

· To work with the Operations Director and the staff team in operating the scheme.

Standards 

· To promote and support the organisation’s Equal Opportunities Policy.

· To promote and support the organisation’s Health and Safety Policy.

· To work to good standards of operational practice in the support of Adref’s clients in line with organisational policy and procedure

· To work in partnership with the project’s current partner organisations and develop a positive working relationship with them.

· To ensure that the service meets all contractual and statutory obligations at a high professional standard.

· To operate at all times within Adref’s financial procedures and co-operate with requests for information from Resources Division.

· To competently ensure all communication about the service is communicated in a professional, accurate and effective manner.
· To lead on and ensure there is regular and effective liaison, consultation and effective publicity available about the service, with other relevant agencies such as referring agencies, monitoring bodies and the general public.
· To represent the Hostel and the wider organisation in a competent and professional manner and maintain the highest professional standards at all times.
· To manage, monitor and respond effectively and appropriately to residents, neighbours and other agencies or individuals who have complaints about the hostel service.

Service Delivery and Housing Management
· To lead on and ensure that service delivery is compliant with all relevant Supporting People and other contract specifications to achieve high professional standards.
· To ensure that all service policy and procedure is understood and implemented by service delivery staff consistently and effectively, in compliance with legal requirements and other identified best practice.

· To ensure that the fabric of all accommodation, their furnishing, equipment and the physical environment both inside and out are regularly maintained to a high standard and in line with Health & Safety requirements.
· To ensure that all staff operate in accordance with Health and Safety legislation and they adopt safe working practices in line with Adref’s policies and procedures.
· To ensure that staff carry out room checks, health and safety and maintenance checks in accordance with Adref policy and procedure.

· To set effective service key performance indicators and objectives in line with all relevant Supporting People and other contract specifications and quality standards.

· To manage and ensure that the service has a maximisation of occupancy levels and a minimisation of voids and take the lead on good practice standards where appropriate.

· To oversee and ensure good practice on reducing abandonments and evictions within the hostel.
· To manage  key decisions regarding The Hostel’s referrals and allocations, ensuring fair access and exit in line with Adref’s policies
· To oversee and ensure that all working practice is compliant with Adref Policies, Housing Law and relevant good practice standards, with particular regard to tenure and internal warning processes.

· To manage and coordinate the design and delivery of in house training and participation programmes for residents preparing for resettlement and ensure a robust programme of delivery is provided on a time tabled basis.
· To ensure that all staff liaise with Housing Solutions Officers in a timely and effective manner to ensure that support is in line with individuals’ Housing Plans.

· To ensure that all residents receive adequate and relevant move-on support and that key workers manage the handover to tenancy support effectively and inclusive of the individual service user.
People Management
· To have overall operational responsibility for the management of support workers and assistants including all aspects of housing management, maintenance, health and safety, assessment planning and review.

· To lead and motivate staff to perform effectively and in line with internal and external quality standards, the Outcomes Framework and organisational policy and procedure and contract requirements.

· To set appropriate staff objectives and monitor performance in line with Adref’s policies, internal and external quality standards and the Outcomes Framework.
· To have overall responsibility for capability and disciplinary actions with Support Workers and Support Assistants.
· To have overall management responsibility for developing staff skills to enable the development and maintaining of effective training programmes for residents of the project.
· Monitor, develop, improve and manage staff rotas to ensure the needs of the service are met efficiently and effectively. Ensuring that staffing levels are maintained to meet the organisational and operational objectives of the service at all times.
· To participate in the recruitment and selection of staff and provide and arrange effective induction training for new staff as required.

· To identify training needs of staff and ensure the training needs are addressed through personal development, on the job training and coaching, supervision and formal training. 

· To provide effective communication to all staff through written information, team meetings and formal supervision using effective management approaches to foster a positive culture and ensure high performance at all times.

· To provide regular staff appraisals in line with Adref’s appraisal processes, and service and organisational objectives.

· To participate in the on call rota and ensure that on-call arrangements are effective, monitored and meet the needs of the service.

· Lead and facilitate team meetings, ensuring external and internal communication are effectively translated to all staff, and to ensure all decisions are followed through effectively.

Financial Monitoring
· To have input into the planning and setting of budgets and overall responsibility of managing them.

· To ensure that all staff operate financial procedures correctly.

· To sign off time sheets, annual leave and toil requests for the team and ensure all associated documentation is completed and authorised within agreed timescales.

· To oversee and ensure that adequate systems and procedures are in place for the collection and processing of rent payments in order to minimise bad debt
Continuous Development of Quality Standards and Controls
· To lead, direct and deliver all aspects of service provision and ensure that high professional standards are maintained and that it meets the requirements of internal and external frameworks.

· To ensure throughout all working practices and service delivery a high professional standard is established and maintained.

· To ensure that high standards are maintained through the appropriate use of assessment and resettlement planning for individuals, in line with Adref’s policies, procedures, contractual requirements and relevant legislation.

· To promote and foster the involvement of external provision to enhance the support given to people residing at the Hostel.
· To lead the staff team in providing a stimulating, client focused and supportive environment to meet the social, emotional, physical, health and resettlement needs of the residents.

· To ensure that the rights of service users are understood, respected and actively promoted and that their views on Adref’s performance are considered fully in decision-making. 

Safeguarding 

· To lead on safeguarding implementation and good practice in the hostel
· To ensure that all staff are fully conversant with Safeguarding policy & procedure.

· To report all Safeguarding incidents to the Operations Director and comply with internal and external reporting procedures.
Organisational Development

· To develop and deliver good practice on life skills and participation within the project and if required organisationally.
· To promote the organisation and effectively publicise and market the core services at the Hostel, identifying funding and other initiatives within the local community.
· To contribute to the delivery of the organisational Business Plan where appropriate.
General

· To undergo further training where required.
· To adhere to and promote Adref’s policies and procedures.

· To produce reports for the committee of management as required.
· To ensure completion of external monitoring information and reports as required by funders and partners.

· To undertake other duties as may reasonably be required by Adref’s senior managers.

Other Adref Schemes

Adref has a policy of generic working. This means that you may be required to cover duties of staff in other schemes at times of need. You may also be asked to lend your skills, knowledge or experience for the benefit of another scheme. There are clear guidelines on this policy and a full induction to other schemes will be provided.


