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The chance for change



Action Homeless
Job Description

Job title:

Sessional Worker
Responsible to: 
Team Manager
Salary: 

£11 per hour  
Contract:

Zero-hour contract
1.   Job purpose

To provide cover in times of staff absences to assist in the day to day operational management of premises. Ensuring maintenance, security, health and safety, and void and rent procedures operate efficiently and effectively.
2.  Key responsibilities

2.1 Premise Maintenance
2.1.1 To notify and record repair complaints in accordance with the organisations procedures.

2.1.2 To carry out inspections of properties including health and safety checks and room inspections at termination of licence agreements.
2.1.3 To carry out fire and other alarm tests in accordance with organisational policy

2.1.4 To summon contractors in event of emergency breakdowns i.e. boilers or power utilities
2.1.5 To liaise with contractors and landlords, and record services provided and work completed.
2.1.6 To complete reports and maintain the maintenance database on the state of repair of the premises and recommend replacements as and when required.
2.1.7 Assisting in ensuring that the premises meet all Health and Safety Regulations and are free from hazards.

2.1.8 Continually work the resident groups to ensure the cleanliness of site / property is of the require standards, that cleaning rota’s are adhered to, updated and consulted with the resident group.
2.2 Security
2.2.1
Responsible for the security of premises including monitoring movement in and out of the building.
2.2.3
Monitor the CCTV systems and take appropriate action as necessary.

2.2.4 
Ensures weekly bed registers are signed and processed according to procedure. 
2.3 Rent Management

2.3.1 Assisting with the implementation of the organisations rent management system including dealing with rent payment and arrears.

2.3.2 Liaising with Support staff to determine best course of action in dealing non-payment of rent.

2.4 Housing Management
2.4.1 Assisting with void turnover, ensuring rooms are ready for re-let, which may include room cleans and maintenance repairs.
2.4.2 Assisting with carrying out the organisations warnings and eviction policy and procedures, ensuring support is obtained wherever necessary.

2.4.3 Work closely with all ancillary staff to ensure the up keep of the building is maintained.

2.4.4 Assist in the induction of new residents into the property including, site information and room inventories.

2.5 Communal Facilities
2.5.1 To promote use of communal facilities and manage their use effectively and efficiently

2.5.2 To encourage social communal activities and ensure Health and Safety is upheld.
2.5.3 To encourage and mediate group resident meetings to discuss and resolve any Health and Safety issues effectively.
3.
Client duties
3.1
To assist in signing up new tenants and to advise them of their rights and obligations under the condition of their tenancies/licence agreements and fully induct tenants into the new accommodation
3.2
To be the first point of contact in all matters relating to our clients tenancies or licences e.g. housing benefit advice, anti social behaviour, arrears advice

3.3
Encourage initiatives that will assist our clients to enhance their social opportunities, access to health, education and interpersonal relationships
3.4      To assist with any breaches of the tenancy / licence agreements appropriately by implementing our warnings and eviction procedures and investigate complaints of neighbour / anti social disputes.
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