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JOB DESCRIPTION 
 
Job title:  Co-ordinator 
Reports to:  Team Manager/Service Manager 
Responsible for: Project Workers, Housing Support Workers, Volunteers and Peer 

Mentors  
Grade:   Co-ordinator 
Scale:   Points 17-22 
Dept/Service:  The Homeless Prevention Service/Supported Housing Service 
 

 
Job Purpose: 
 
HARP aims to enable people to rebuild their lives and live independently in the community by 
providing essential services, emergency housing and longer term solutions.  
 
To co-ordinate projects in various HARP managed properties in Southend on Sea on Sea to flourish 
in a stable environment with tailored support. To include providing practical advice, information and 
support on a range of issues including, tenancy sustainment and the promotion of personal 
independence. To offer support and advice to service users and to enable residents in HARP’s 
supported housing services to flourish in a stable environment with tailored support. To support the 
staff to provide a person-centred service to the residents.  
 
To provide an intensive housing management service to residents living in a supported housing 
environment. The Co-ordinator will ensure the provision of an exemplary, safe and well maintained 
housing for service users. Keeping decent room standards through regular contact with residents 
and ensuring that HARP properties are a credit to us as a responsible landlord and in turn we are 
respected and maintain confidence with our neighbours, stakeholders and partners. To ensure the 
service achieves maximum occupancy through effective void and maintenance management and 
enforcing tenancy conditions.  
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1. Duties and key responsibilities 
 
 Line manages staff within HARP’s supported housing.  

 Carry out regular supervision and performance reviews of staff to ensure good practice, including 
coaching and mentoring new staff and students. 

 Identify and manage training needs to ensure that staff are proficient in the role, liaising with the 
Training Co-ordinator with staff current and future training needs.  

 Manage a caseload, key working residents and undertaking risk assessments, support plans and 
Outcomes Stars with follow up reviews. 

 Ensure residents receive a welcoming, supportive and positive experience that gives them the 
time and space to adjust to a home environment and settled way of life. 

 Enable residents to retain their accommodation, prevent evictions and assist a move onto HARP 
or other supported accommodation or independent living when residents are ready to move on. 

 Ensure that the properties are safe, well maintained and repaired by working closely with the 
Property Manager and contractors. 

 Work closely with the Team Manager on a daily basis to provide an integrated service to tackle 

rough sleeping in Southend on Sea on Sea. 

 Work closely with and assist the Team Manager in maintaining the assessment and referral 
pathway. 

 
Delivery  
 
 Deliver the service as outlined by the Project Plan and to the agreed Key Performance Indicators 

(KPIs) as specified to the funded service level agreement. 

 Ensure that all residents have an accurate fully maintained case file.  

 Ensure that every tenant has a Full Needs & Risk Assessment, Outcome Star/Action Plan and file 
notes and that these are regularly reviewed and up dated by the Housing Workers. 

 Be responsible for housing management with specific emphasis on maintaining occupancy levels.  

 Advise residents of their welfare, housing, benefit and legal rights and support and assist them 
where necessary in obtaining any of the benefits that they are entitled to. 

 Work alongside residents to develop living skills (budgeting, cooking, laundry and personal 
hygiene) ready for move on. 

 Assist residents eligible for council accommodation to register and bid on a suitable property using 
the council’s ‘On the Move’ choice-based lettings system. 

 Work as part of a team and co-operate fully with all the other HARP services. 

 Ensure that anti-oppressive practices is an integral part of the service and that it is applied to all 
our residents.  

 Promote meaningful activities programme within the project relevant to service users’ needs. 

 Work evening, weekend and bank holidays across all sites in accordance with the work rota when 
required.  

 
 

 
 

Monitoring and Evaluation 
 
 Ensure that the information on the HARP In-Form database is accurate and fully up dated so that it 

is always available for monitoring and reporting purposes and in line with Data Protection 
requirements. 

 Manage participation and outcome data, maintain key programme data, collate information onto the 
database and assist colleagues to produce relevant reports.  
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 Ensuring entry and exit interviews are undertaken with participants. 

 
Budget  
 

 Provide timely information to the Team Manager to ensure that the HARP budget is effectively 
managed.  

 Take responsibility for service charge collection, managing petty cash and recording donations.   

 Take responsibility for the completion of housing benefit claims and ensure your team are following 
the correct procedure.   

 
Housing Management Working with your team colleagues to: 

 

 To ensure that residents understand tenancy issues, rights and responsibilities 

 To ensure HARP properties, whether owned or leased, and the surrounding environment is 

safe and secure; conducive for effective client engagement and support and also supports 

cohesive neighbour and community relations. 

 Enable Service users to retain their accommodation, prevent evictions and assist Service users 

that are ready to move on. 

 Responsible for day-to-day health and safety and the safe running of accommodation projects, 

including liaison with external contractors.  

 Co-ordinate the implementation of void and service charge arrears policy and procedure, 

minimising voids and maximising income through service charge collection.  

 
Stakeholder management  
 
 Develop and maintain good professional working relationships with all the other agencies that 

work in partnership with HARP, and establish where appropriate, joint tenant reviews so that all 
support can be co-ordinated for the tenant’s benefit. 

 Liaise with the HARP Landlord Liaison Officer to find suitable move on accommodation 

 
 Local press and PR 
 
 Support the work of the Fundraising Department and Communications Officer as required in 

promoting HARP’s services to the local press and media agencies.  

 Collaborate with the Fundraising Team and Communications Officer in insuring that social media is 
effectively used. 

 
2. General Responsibilities  

   
 Represent and be an ambassador for HARP.  

 Attend regular team meetings, supervision sessions, and performance reviews. 

 Undertake learning and development activities as appropriate. 

 Abide by organisational policies, codes of conduct and practices 

 Support and promote diversity and equality of opportunity in the workplace. 

 Ensure that residents are safeguarded, protected from abuse and improper treatment. 

 Notifying the Safeguarding Leads within HARP of any safeguarding issues that may need to be raised 
with the local authority and relevant agencies. 

 Treat with confidentiality any personal, private or sensitive information about individual organisations 
and or clients or staff and HARP data. 

 Be flexible and carry out other associated duties as may arise, develop or be assigned in line with 
the broad remit of the position. 
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PERSON SPECIFICATION: Co-ordinator 
 
 EXPERIENCE 
  
1.  An understanding of and substantial experience of working face to face with vulnerable people. 
2.  Substantial experience working in the homelessness field sector or supported housing 

environments.  
3. Good experience of applying Health & Safety guidance and ensuring that policies and 

procedures are adhered to. 
4.   Experience of working with a range of stakeholders and partnership working or strategic 

networking, spanning voluntary and care or health sectors. 

 
 SKILLS AND ABILITIES 
  
5. Clear communication skills face to face and on the phone or email.  
6. Ability to manage difficult situations, and deal with them calmly, efficiently and effectively. 
7. Writing skills – able to produce reports and ability to write succinct documents on  complex 

areas. 
8 IT skills at a level that supports report writing, email, internet and database.  
9. Time management and organisational skills. 
10. Ability to establish trust and maintain a good rapport with residents when carrying out 

advice/support work; including the ability to identify and raise concerns regarding 
safeguarding.  

11. Ability to engage and motivate others.   
12. Self-motivation and the confidence to work alone but can also work co-operatively and flexibly 

as part of a team.  
13. Ability to stay focused and efficient in the face on changing priorities.  

  
 KNOWLEDGE Regulatory requirements and best practice guidance relating to: 
 
14. People that are affected by homelessness and the issues that may affect them including 

physical ill health, mental ill-health, drug and/or alcohol misuse. 
15. Housing legislation and welfare benefits 

 
 
 EDUCATION/TRAINING 
  
16. NVQ Level 4 or equivalent in Health and Social Care (Adults), Housing, IAG  (Information, 

Advice and Guidance) or any other related qualification (is desirable not essential). 
17.      Willingness to undertake any further training that may be seen as necessary to further your 

knowledge and to become more effective in your role. 

 
 PERSONAL ATTRIBUTES AND OTHER REQUIREMENTS  
 
18. Able to work evenings and weekends and Bank Holidays on a shared rota.  
19. Commitment to the values and ethos of HARP. 
 

HARP Safeguarding Statement and Equality statement 
 
Safeguarding Statement 
HARP is founded on the principles that people have a right to be completely secure from both 
the fear and reality of any abuse. The safety and well-being of each tenant is of paramount 
importance.   
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HARP intends to create services within which people are safe from abuse, and in which any 
suspicion of abuse or actual abuse is promptly and appropriately responded to.  
 
Equal Opportunities Statement 
HARP recognises that people with different social and ethnic backgrounds, skills and attitudes, 
can bring new ideas and perceptions to an organisation.  
 
HARP is committed to taking positive action to fight unlawful discrimination in every aspect of 
its work and the services it provides. HARP believes that everyone has a right to services and 
employment which are free from direct or indirect discrimination on grounds of gender, race, 
colour, creed, religion, marital status, sexual orientation or disability or any other grounds 
protected by legislation. 

 
 
          (Updated 10/06/20) 


