
 

 
JOB DESCRIPTION  

 

 
Job Title: TEAM LEADER – SOMEWHERE SAFE TO 

STAY HUB  
Department/Location: Homeless Services  
Manager:   Homeless Services Manager 
Salary Range:  NJC Sale 19-24 
    
 

 

 
To assist the manager in ensuring the smooth running of the homeless services 
(accommodation based) at all times in accordance with the aims, policies and 
procedures of St Martins Housing Trust and with the Management Agreement 
between St Martins To deputise for the manager in his/her absence and to ensure 
the delivery of high quality services for all residents.  
 
To encompass direct responsibility for the support staff and the organisation of their 
day-to-day duties, the welfare of the residents and the arrangements for the 
provision of in-reach services. 
.   

 
Ensure continuity of service provision for residents  
 
Ensure residents have a mutually agreed Needs and Risk assessment that includes 
a resettlement plan  
 
External stakeholder liaison  

 
Support the manager to deliver services in accordance with the contractual 
agreement for grant funded services  

 
 

 
Deploy support staff to meet their responsibilities in line with their contractual 
agreement with the Trust.  

 
Lead support staff in the execution of their daily responsibilities, ensuring all 
contractual obligations are carried out to a satisfactory standard and in a timely 
manner. 



 
 

Arrange and attend regular staff meetings; keep a record of the meetings and 
distribute appropriately  

 
Provide the support staff with one to one support and supervision as directed by the 
Homeless Services Manager 

 
Support the team to develop new skills via mentoring and training as required, 
including all core training as part of their personal development plan 
 
Demonstrate an active commitment to the implementation of the principles and 
procedures of St Martins? 
 
Ensure that all residents undergo the admission procedure and that all the 
administrative procedures are properly completed. 
 
Ensure that all residents are assigned a named Link Worker 
 
Ensure that all residents have a Needs and Risk Assessment that firstly addresses 
their immediate future and secondly, has a specific review date. 
 
Assist and encourage residents to participate fully in their individual support 
programmes and to make the most of the opportunities provided both within the 
service and with other agencies. 
 
Encourage residents to become involved in the management of the service via 
residents meetings and other appropriate methods and actively seek service user 
feedback.  

 
Ensure that residents fully understand their obligations with regard to their licence 
agreement and apply appropriate sanctions where this is breached 
 
Assist the manager with the responsibility for the maintenance of Health & Safety 
standards with respect to the safe management of the residents, staff and building 
 
Ensure that the property is not used for illicit purposes. 
 
Ensure that in-reach services are maintained according to the specific service level 
agreement and standards. 
 
Ensure that referrals to other agencies meet the specific criteria and standards and 
liase with agencies in relation to individual cases including attendance at joint 
meetings where appropriate. 
 
Deputise for the manager in their absence and carry out duties with the same level of 
responsibility as directed by the Homeless Services Operational Manager 
 
Ensure through effective liaison with the relevant managers that all ancillary services 
are in place. 
 



 
Support the manager by keeping a record of individuals accessing/exiting the service 
for accurate reporting to funders.  
 
 
Demonstrate a commitment to St Martins aims and objectives, recognising the 
responsibilities shared by all members of staff in achieving the organisations 
corporate goals. 
 
Demonstrate a commitment to St Martins equal opportunities policies in both service 
delivery and employment. 

 
Ensure that voids are managed and reduced to ensure maximum occupation and 
rental income  

 
Reduce unplanned moves and eviction, following protocols and agreements with 
stakeholders as appropriate 

 
Support the manager in the recruitment and selection of support staff  
 
 
Demonstrate a commitment to the Trust’s equal opportunities policies in both service 
delivery and employment.  This will include ensuring that fair access, and fair exist of 
all services are monitored regularly and St Martins policies in this regard are adhered 
to.   
 
Be aware of, and comply with, all St Martins policies and procedures. 
 
Record all financial transactions and ensure St Martins financial procedures are 
adhered to. 
 
Be familiar with relevant legislation and keep updated with changes and good 
practices within this field. 
 
 
 
 

SIGNED BY JOB HOLDER:    DATE: 
 
SIGNED BY MANAGER:                    DATE: 
 

 



 
 
 

PERSON SPECIFICATION 
 

The person specification sets out the qualifications, experience, skills and 
knowledge, personal attributes, interests and other attributes necessary for the post 
holder to perform the job to a satisfactory level  
 
 

 Essential 
Without which the post holder 
could not be 
appointed 

Desirable 
Extra qualities that can be 
used to choose between 
candidates with all 
essential criteria. 

Method of 
Assessment 

Qualifications Relevant qualification in the 
field of housing, social work, 
or similar profession. 
 
NVQ Level 3 in Health and 
Social Care 
 

 Certificates 

Experience A minimum of 2 year’s direct 
experience of working (paid 
or voluntary) with service 
users with at least one of the 
following support needs: 
substance misuse, offending 
history, mental health, 
learning disabilities, single 
homeless, and a clear 
understanding of at least two 
other related groups. 
 
Experience of managing 
other staff  
 
Experience of minimal 
supervision, ability to manage 
time effectively and possess 
good organisational skills.   
 
 

 
Experience with self-
injurious, and aggressive 
behaviours 
 

Application 
form, 
interview, 
references. 

Skills & 
Ability 

Support staff to fully engage 
with service users in the 
management and monitoring 
of their personal budget, 
providing appropriate 
assistance and support and 
direction when confronted 
with high-risk and complex 
features of a case.  
 
Proven ability to 

Experience of attending 
regular statutory multi 
agency meetings 
 
 

Application 
form, 
interview, 
references. 



 
communicate effectively, both 
verbally and in writing at all 
levels.  Good interpersonal 
skills. 
 
Ability to work methodically 
with attention to detail and 
keep good statistics, case 
notes and records. 
 
Be able to practically 
demonstrate that you are: 
Caring, Kind, Empathic and 
Patient 
 
Demonstrate high emotional 
resilience to deal with verbal 
abuse and threatening 
behaviour. 
 
Able to remain calm and deal 
with difficult/challenging 
behaviour, in accordance 
with agreed policy, and in a 
non-confrontational manner. 
Including death, fire, self-
injurious behaviour, suicide 
attempts. 
 
Be innovative and practical in 
approaching clients’ needs, 
particularly those who 
perceive that they have failed 
in the past. 
 
Be assertive and a good 
communicator, both verbally 
and in writing, at all levels. 
 
Have the ability to manage 
time effectively and possess 
good organisational skills. 
 
 

Knowledge Good administrative skills, 
including basic 
computer/word processing 
skills 
 
A working knowledge of the 
Welfare Benefits systems 
and a good understanding of 
housing rights in relation to 
social housing. 

 Application 
form, 
interview, 
references. 



 
 
 
An understanding of complex 
needs of service users 
 
Have an understanding of 
and the ability to implement 
anti-discriminatory practice 
 
Understanding of 
Safeguarding Vulnerable 
adults  
 
Awareness of good 
professional 
boundaries, particularly in 
relation to working with 
vulnerable adults 
 

Other Ability and willingness to be 
flexible and work some 
unsociable hours, including 
evenings, weekends and 
Bank Holidays if requested. 
Ability to work in close 
conjunction with Health, 
voluntary organisations, and 
other providers partners. 
 
Willing to undertake any 
appropriate training as 
required (core and specialist 
training 
 
Be honest and trustworthy 
 
Have a cheerful and out-
going personality and an 
ability to motivate others. 
 
Ability to drive with full driving 
licence and access to a 
suitable vehicle. 
 
 

Self-Awareness 
 
Perception of panel from 
interview that post holder 
would fit into team 

Application 
form, 
interview, 
references. 

 


