
Halsall House MENS HOSTEL ACCOMMODATION& STEP 
Job Description 

Post : Project Housing Workers 

Salary : In the order of NJC 13 - 18 depending on experience  + 
sleep in allowance 

Hours  To cover various hours and sleep duty 

Qualifications : Must have 2 years Housing/ buildings experience. 
Possess Fire, Health & Safety knowledge. You must 
possess excellent communication and customer service 
skills. Be able to deal with situations in a professional 
manner. 

Special duties : Unsociable hours of work in accordance with the hostels 
needs may be required. 

Accountable to : Manager/ Team Leader, Senior Management , 
Management Committee The Charity, and all support 
groups. 

Responsible for : Assisting in the day to day Intensive Housing 
Management of hostel accommodation for up to 13 men 
18+yrs or an Emergency Accommodation for up to 10 
people. Providing Housing, access and egress, mediation, 
help with rental and maintenance, issues to the residents. 

Purpose and objects of job. 

The post holder will be responsible for the day to day operation of the units. Housing, 
access, egress, mediation, administration of rental and maintenance issues. Includes 
domestic duties cleaning preparing rooms for new service users and food preparation. 
Participation in staff development & training and support the overall ethos of the trust. 

Control of resources. 

To share responsibility for the units and all materials, equipment, furniture and fittings. 

Equality and Diversity 

The post holder will work within Sanctuary Trust’s Equal Opportunities and Equality and 
Diversity procedures 

Financial. 

To assist in the implementation of budgets and financial monitoring systems. 

Health and safety. 

The post holder is responsible for the health, safety and welfare of him/herself and other 
people (staff, service users and visitors to the unit) who may be affected by his/her 
omissions whilst at work, in accordance with current health and safety guidelines. 
 

Relationships. 
Internal 

Management and members of staff, other members of the company. 

External 

Members of the public, Local Authority, members of voluntary and statutory agencies 
within the field of substance misuse and other local, regional or national groups / 
organisations as necessary or as directed by the Team Leader. 



Halsall House& STEP 

Project Housing Worker 
 

Duties 

 

1. Controlling, access and facilitating and monitoring site visits from 
contractors and other visitors/professionals, arranging aids and 
adaptations, health and safety and risk assessments of property, 
management, administration, delivery and facilitation of housing services 
provided. 

2. Cyclical housing management functions such as letting and assistance 
with claiming Housing Benefit and other welfare benefits. Together with 
facilitating the smooth progress of  residents to independent living. 

3. Regular mediating between residents with a view to identifying any risks 
to the safety and housing of hostel residents or property.  

4.  Ensure that residents’ property is not at risk, and advise residents 
accordingly.  Attempt to locate the owner of any unattended property.   

5.  Politely challenge any persons who seem to you to be suspicious in any 
way.  Respond to any disorderly or violent behaviour in the hostel.  
Request police assistance if necessary. 

6.  Respond immediately if there is a fire alarm, bomb alert or hold-up alarm. 

7.  When dealing with residents, visitors or other associates, display 
appropriate skills.  Residents will see you as a representative of the The 
Sanctuary Trust, and not necessarily as a Housing officer, and will come 
to you with questions and problems which may not be of a Housing nature. 

8. Ensure that the doors to the stores, offices and agreed area’s are closed 
and locked when not in use. Ensure that residents room doors/windows 
are not left open without valid reason.  

9. Ensure Grounds are kept presentable and to a high standard of 
maintenece and  repair. 

10. In addition to the specific duties and responsibilities listed above, be 
prepared to carry out any reasonable instructions from the Team Leader 
in the interests of efficient hostel operations. 


