BARONS COURT PROJECT

BARONS COURT PROJECT WORKER  

JOB DESCRIPTION – DROP-IN   
Responsible to:

Director
Responsible for: 
Sessional Staff, locums, volunteers

Purpose of Job
· To oversee the daily operations of the drop-in at Barons Court Project.  

· To jointly participate in the work of our Drop-in/Café and Advice/Advocacy services with other Project Workers. 
· To support the lead Project Worker for ensuring appropriate Casework to meet our guests needs. Casework typically revolves around benefits, Personal Independence Appeals, Housing Applications or assisting guests to look for employment.  
· To run well-being groups for people living with mental health conditions

Key areas of Responsibility

This is a hands on role. You will be expected to partake in a range of services and activities that the centre provides and cover for colleagues as required.      

1: Service Delivery 
In liaison with other Project Workers and in accordance with operational policy and established working practice to hold responsibility in the following areas:
Drop-In/Café
· To set up the drop-in each day, ensuring toiletries are in the shower, toilet rolls in loos, laundry is         completed and the project is ready to open    


· To jointly lead and participate in the daily operations of the Drop-in/Café

· To provide an outreach service to encourage continuing participation in the services we offer

· To manage numbers utilising the drop-in and ensure we can safely evacuate at all times.

· To record all data from daily attendances, case work and services on our systems.     

Casework
· To provide accurate and confidential Advice and Information to guests with referral to other agencies as appropriate; to act as advocate for guests with other agencies 

· To provide one-to-one key work sessions for guests who desire such support 
Group Work
· To facilitate well-being groups and activities for our guests. These are varied and include Art, Women’s Group, Trips out, Sport etc.    

Building Management
· To monitor the clothing cupboard and ensure that we have enough stock of items to give out to rough    sleepers. Use In Kind Direct, and Nextdoor to ensure this.   

· To undertake Health and Safety Checks and deal with all maintenance issues
· To work with the Chef to ensure that all Food Hygiene Regulations are met and to cover the kitchen when required.  
· To order supplies as required and ensure we do not run out of supplies of essential products such as                             toilet paper, laundry powder etc.  
  
General
· To ensure all services operate according to operational specifications and to keep appropriate records

· To ensure all Health & Safety, including Food Hygiene, Policy requirements are met 

· To ensure guests are involved in the planning, delivery and evaluation of services.

Personnel
· To supervise Sessional staff, Locums & Volunteers (appropriate to areas of work)     

· To ensure sufficient part-time/sessional staff are on operational duty to meet service and health & safety specifications and to maintain a rota system to achieve this, using locum staff as required 

· To participate in the recruitment, induction and training of sessional staff, locums and volunteers 

Financial
· To be responsible for the Budgets of the Drop-In/Café (foodstuffs, outings and activities)

· To process petty cash and payments in accordance with the projects policies and procedures


Record Keeping
· To keep full and appropriate records including: guests attendance and information; client files; incidents

· and accidents; attendance of all tutors, sessional and locum workers

Other
· To participate fully in the work of the Project Team

· To attend team meetings, supervision and such other meetings as may be required                                               

· To attend training as may be required

· To abide by the organisation’s EOP, H&S, Confidentiality and all other relevant policies

· To undertake such other tasks as may reasonably be said to fulfil the purposes of the post
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Applications will be assessed once the closing date has expired.    
