
 

 
JOB DESCRIPTION  

 

 
Job Title: Team Leader – Community Services 
Department/Location: Community Services  
Manager:   Head of Community Services   
Salary Range:  NJC Sale 19-24 
     
 

Staff reporting to this post:   

Reablement Senior support workers  
Reablement Support workers 
Bridges Co-ordinator  
Senior support worker Magdalen rd  
20% support delivery over the 3 services 
 
 

 

 
To coordinate and manage all the above services contract providing personalized 
person centered approach to ensure that all individuals receive a high quality service 
creating a PIE  
To work across departments and external agencies ensuring that all individuals are 
receiving the correct support.   

 
Ensure that staff have an understanding of what is expected of them  
 
Ensure that the delivery of support to individuals meets the requirements of service 
commissioners  
 
Ensure that agreed performance targets are met  
 
Ensure that relevant databases are monitored and updated  
 
Ensure that links with external stakeholder agencies are  established and maintained  

 
 

 
High quality service standards will be developed and maintained by ensuring that 
available resources (i.e. accommodation and staff), are optimized and the number of 
empty bed nights are minimized. 



 
 
Develop the Reablement proposition maximizing revenue whilst ensuring adequate 
staffing levels to provide a quality service.  
 
Provide daily support to staff across the 3 services to ensure that all contractual 
requirements are met. 
 
Complete monthly support and supervisions and annual appraisals, in accordance to 
the organisational policy, with a focus on staff development and training. 
 
Ensure that relevant databases are updated on a regular basic and produce reports 
from this collated data on agreed targets and outcomes as agreed by the Head of 
Community Services. 
 
Support the HOCS to complete monthly Norfolk county council invoicing.  
 
Support the HOCS to complete service user expenses invoices  
 
To coordinate referrals, assessments, and case load management to ensure that 
capacity of all services are effectively managed. 
 
Ensure that regular feedback from the service users, partners and commissioners is 
gathered and analysed to support continuous improvements to the quality of services 
being provided.  
 
Meet regularly with the Trust's partner organisations as appropriate, to monitor and 
review working arrangements. 
 
To develop and maintain pathways for each individual service users in conjunction 
with support packages from other providers such as mental health and drug and 
alcohol services. 
 
Ensure that client records are maintained on the organisations “InForm” online case 
management system. 
 
Ensure that individuals are aware of the support they can expect, across the 
individual services. 
 
To establish a multi-agency approach of working and explore new partnerships, with 
the support of the HOCS. 
 
Attend relevant inter-agency forums and in-house meetings as agreed with the 
HOCS. 
 
To be part of an on – call rota to provide support to all Community Service 
Departments. 
 
Provide annual leave and sickness cover to services  
 
To deputise in the absence of the Head of Community Services. 



 
 
 
 
Ensure that St Martins Complaints Procedure is understood by staff and available to 
all tenants and service users 
 
Demonstrate a commitment to St Martin’s aims and objectives, acknowledging the 
responsibilities shared by the members of staff in achieving the corporate goals. 
 
Demonstrate a commitment to St Martins 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 all policies are adhered to.   
 
Be aware of, and comply with, all St Martin’s policies and procedures. 
 
Record all financial transactions and ensure the 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 3 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 or volunteers in a 
housing/care related setting. 
 
 
Experience of lone working 
with 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 

Experience of attending 
regular statutory multi 
agency meetings 
 
 

Application 
form, 
interview, 
references. 



 
features of a case.  
 
Proven ability to 
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 

 Application 
form, 
interview, 
references. 



 
and a good understanding of 
housing rights in relation to 
social housing. 
 
 
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. 

 


