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	Park Lodge Project

2 Central Avenue,

Clarendon Park,

Leicester. LE2 1TB

Telephone 0116 2707319

Fax 0116 2709326

Email:adminclerk@parklodgeproject.org



JOB DESCRIPTION

SESSIONAL PROJECT WORKER
£7.96 per hour
JOB PURPOSE
Responsible to the Project Manager for the provision of support to residents and for assisting with the day-to-day management of the project.

MAJOR TASKS

1.  
Support and assistance to residents.

2.
Assistance with management and administrative duties.

3.
Miscellaneous duties.

4.
All tasks undertaken will be as directed by the Senior Staff.


Support and Assistance to residents

1. Assist new residents to settle in, ensuring that House rules are understood and adhered to. Introduction to other residents.

2. Arbitrate disputes between residents when necessary.

3. Provide emotional support to residents when necessary.

4. Provide practical support and advice to residents in such areas as domestic skills, hygiene, healthcare and education, careers guidance, financial matters etc

5. Provide ongoing support to residents moving into move on accommodation as required.

6. Provide ongoing support to ex-residents within the project.

Assistance with management and administrative duties

7. Assist in ensuring that the building is properly maintained.
8. Carry out a range of administrative duties including maintaining records, preparing correspondence and reports as required.
Miscellaneous Duties

9. Liaise with appropriate bodies and agencies as required.

10. Assist with developing and maintaining close contacts with relevant statutory and voluntary agencies.

11. Respond to emergency situations at the project as required.

12. Ensuring empty rooms are cleaned and ready for residents to move into.

PERSONAL REQUIREMENTS

Experience

13. Of being with and communicating satisfactorily with people who may be feeling vulnerable.

14. Of coping with people under the influence of alcohol or drugs.

15. Of coping with unpredictable behaviour.

Skills

16. To be able to act with authority without being authoritarian.

17. To be able to accept with responsibility but to know when to refer to others.

18. To be able to record information and to be able to prepare short reports.

Knowledge
19. Knowledge and acceptance of the Park Lodge Project’s Policies and Procedures and in particular the Equal Opportunities practices and procedures.

20. Appreciation of the objectives of the Project.

Attributes

21. To be mature in outlook

22. To be mentally alert

23. To be physically mobile

24. To be calm and not easily upset

25. To be dependable

26. To be honest

27. To be a good timekeeper

JOB REQUIREMENTS

We require a confident, caring person with good communication skills. The post-holder should have a good standard of general education.  Some experience of hostel work or similar would be an advantage as would experience of working with people in the 16 to 25 years age range.
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