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	CRAWLEY

OPEN

HOUSE
	
	JOB DESCRIPTION – 

HOSTEL WORKER, RIVERSIDE HOUSE


	POST:

RESPONSIBLE TO:

LOCATION:

HOURS: 

ANNUAL LEAVE

SALARY:
	Hostel Worker 

Hostel Manager 

Riverside House, Crawley 

Full-time – average 40 hours per week including weekends, bank holidays, evenings and nights. 

200 hours per calendar year

£24,200



	JOB PURPOSE


· To provide support and guidance to vulnerable adults living in the hostel and using the day centre. 
· To work as part of a multi-disciplinary team that works to help identify and meet client’s personal, social, health, learning, work and housing needs.
· To contribute to a culture of excellence that puts our core values – caring, honesty, respect and responsibility – at the centre of all we do, whilst continually improving and developing our service.
	MAIN DUTIES AND RESPONSIBILITIES


	1. CLIENTS


1. To establish positive working relationships with both colleagues and clients.
2. To provide support to clients that is person-centred, in line with the individual client’s needs/wishes and with Crawley Open House’s values, policies and practices.
3. To provide a clean, warm, welcoming, safe, non-discriminatory and non-judgemental environment for all clients.
4. To carry out a full induction process with each new resident ensuring that all relevant paperwork is completed, e.g., key-worker allocated, appointments made with appropriate day-centre workers and health professionals, booking in forms completed, etc.
5. To liaise effectively with other services/professionals/colleagues and other significant people in meeting the needs of the clients.

6. To promote client involvement in the delivery of the service through listening to their issues, involving them in user meetings, accepting constructive feedback, etc.
7. To act as a ‘key-worker’ to individual clients, as directed by your Manager, and to hold regular, recorded meetings with any clients you responsible for.
8. To issue warnings, ‘penalty points’ and evictions, as necessary, in line with current policies and procedures.

	2. SERVICE DELIVERY


1. To assist in the development and implementation of life skills classes and workshops.

2. To assume responsibility for petty cash and rent collection accounts when on duty.

3. To carry out regular health and safety inspections of the premises and to report any maintenance problems or repairs required, to a Manager. 

4. To provide cover for day centre staff in their absence, e.g., prepare meals in the absence of the Day Centre kitchen staff or work on the desk in the absence of the reception worker.

5. To keep records and logs up to date and accurate in line with Crawley Open House policy.

6. To collect and provide accurate statistics as requested by any member of the management or administration teams.

7. To assist in the induction, support and supervision of volunteers and sessional workers.
	3. HEALTH & SAFETY 


1. To ensure that you are aware of, and to comply with, Crawley Open House Health & Safety Policies.

2. To ensure that all clients are aware of the procedures, especially those relating to fire or other emergencies.
3. To ensure communal areas are kept clean and free of obstruction at all times and that all appropriate equipment is present and in working condition, e.g., fire extinguishers and blankets.

4. To respect Crawley Open House policy with regard to smoking.

	4. EQUAL OPPORTUNITIES


1. To ensure that Crawley Open House’s Equal Opportunities Policies are implemented and adhered to.

2. To challenge and report any incidences of prejudice, discrimination, oppression or behaviour that might be construed as abusive or poor practice.

	5.  RELEVANT MATTERS


1. To maintain confidentiality regarding clients, staff and business sensitive information in line with Crawley Open House policy and procedure.

2. To work a rota that includes waking night duties, Bank Holidays and weekend working. You may also, in exceptional circumstances, be asked at short notice to work your shift at any of the projects run by Crawley Open House.
3. To undertake and participate constructively in induction, supervision, appraisal, meetings and relevant training. 

4. To contribute positively to good team relationships and the continuous improvement of services.

	THIS JOB DESCRIPTION OUTLINES THE MAIN DUTIES AND RESPONSIBILITIES OF THE POST HOLDER. THE POST WILL INCLUDE OTHER DUTIES AND RESPONSIBILITIES NOT SPECIFIED HERE.


	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY
	SUNDAY
	WEEKLY HOURS

	WEEK 1
	OFF
	OFF
	OFF
	08:00 – 20:00
	 20:00
	08:00    20:00
	08:00     20:00
	40

	WEEK 2
	08:00
	OFF
	OFF
	OFF
	12:00 -20:00
	08:00 – 20:00
	 20:00
	32

	WEEK 3
	08:00    20:00
	08:00
	OFF
	OFF
	OFF
	08:00 – 20:00
	08:00 – 20:00
	44

	WEEK 4
	             20:00
	08:00    20:00
	08:00
	OFF
	OFF
	OFF
	08:00 – 20:00
	36

	WEEK 5
	08:00 – 20:00
	           20:00
	08:00      20:00
	08:00
	OFF
	OFF
	OFF
	36

	WEEK 6
	12:00 – 20:00
	08:00 – 20:00
	20:00
	08:00    20:00
	08:00
	OFF
	OFF
	44

	WEEK 7
	OFF
	OFF
	12:00 – 20:00
	 20:00
	08:00    20:00
	08:00    20:00
	08:00
	44

	
	
	

	
	        Average weekly hours 
	39

	HOSTEL STAFF
	
	12:00 – 20:00
	12:00 – 20:00
	
	12:00 – 20:00
	
	
	

	MANAGER
	
	
	
	12:00 – 20:00
	
	
	
	


