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Job Description

	
TITLE OF POST:	Hub Lead  

REPORTING TO:	Head of Prevention Services 

HOURS OF WORK:	Full time 

CONTRACT TYPE:	Permanent 

SALARY:                                £35,174 - £38,306

PLACE OF WORK: 	Hybrid working with office base in Hatfield – will include countywide travel.

ANNUAL LEAVE:	25 days per annum pro rata increasing by one day a year after 
5 years’ service to a maximum of 28 days (in addition to Bank 
& Public holidays)

BENEFITS:		Staff eligible to join The People’s Pension Scheme will automatically be enrolled into the scheme at 3% of basic salary on commencement of employment. hyh will then contribute  5% of basic salary into The People’s Pension Scheme on behalf of the staff member. 

OTHER BENEFITS:	hyh provides Group Life Insurance benefit of 4 times salary through FriendsLife. Entry to the scheme is automatic on joining the charity; completion of a nomination form is required to confirm staff wishes to the trustees.


This post is classed as having a high degree of contact with children or young adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the Disclosure & Barring Service (DBS) as part of Herts Young Homeless’ pre-employment checks. Please note that additional information referring to the DBS is in the guidance notes to the application form.









Responsible for: 	Lead the HYH HUB and HRS referral pathways, overseeing day to day operations and ensuring the effective and consistent delivery of services. The HYH HUB provides a gateway for young people aged 16–17 to access HYH’s prevention services, while the HRS referral pathway manages referrals, waiting lists and allocations into HRS schemes.
You will build and maintain effective relationships with colleagues, partner agencies and commissioners, while leading and supporting the recruitment, induction, training and ongoing development of Advice & Information and Admin Workers. Monitor service performance and outcomes, producing accurate reports for the Leadership Team, commissioners and funders to demonstrate impact, identify areas for improvement and inform future service development.
  

 

Job purpose:	The post holder will lead and support the delivery of high quality services for young people aged 16–17 and their families across Hertfordshire, working closely with the Family Link Work and Mediation services to help prevent family breakdown and homelessness.
They will oversee the HRS referral pathway, ensuring the management and allocation of bedspaces is operating efficiently and that referrals are assessed, prioritised and progressed in a timely manner, so that available bedspaces are allocated appropriately to young people with the greatest level of need.
The post holder will provide effective leadership and support to the wider team, working collaboratively with colleagues, partner agencies and stakeholders to ensure services are responsive, well coordinated and achieve agreed outcomes and key performance indicators (KPIs).


ROLE SPECIFIC DUTIES:

Leadership:

· To provide line management including regular supervision and annual reviews. Assist with the planning, organisation and reviewing of the support for the team and promote continuous personal development throughout
· Lead regular team meetings and group supervision, sharing learning, reflecting on practice and maintain morale within the team. 
· To manage and oversee referrals and allocation of cases, including developing an effective system for managing the waiting lists / level of referrals
· Assist with recruitment and deliver comprehensive inductions for new staff and volunteers. 
· Contribute to the development and implementation of the charity’s strategic aims and business plans, providing input and support to the Leadership team.
· Support the development and monitoring of service budgets, authorising expenditures, processing purchases and maintaining accurate financial records in line with organisational policies. 
· Prepare and deliver service reports in line with funding requirements and timelines, including key performance indicators and supporting evidence. 
· The employee shall be available to participate in the on-call rota as required by the needs of the business
· Support Head of prevention services where needed across the Early Intervention pathway. 

Service Delivery:

· To offer realistic advice and options to young people, family members and professionals to prevent family breakdown and homelessness. Carrying out service user assessments, liaising with statutory and non-statutory agencies and family members to assist with planned move on/secure appropriate accommodation as required. 
· Co-ordinate and chair regular meetings to promote positive working with all relevant agencies, and maintain excellent working relationships with external agencies and funders / commissioners to ensure we are a provider of choice
· To provide guidance on all cases including complex cases and model best practice.
· Work alongside existing pathways to manage the allocation and monitoring of bedspaces for 16-24 year olds requiring ongoing supported accommodation across the county.   
· To promote working creatively and imaginatively to facilitate solutions with young people and their families, empowering them to improve their own situation. 
· To identify, review and overcome the young peoples’ barriers to engaging effectively with statutory and non-statutory services.
· To assist with on-going development of the hyh Hub and review and adapt paperwork/referral process/service as required 
· Training and supporting staff to ensure the accuracy and integrity of the data within the salesforce database.
· Develop and ensure the database is meeting business needs and generate reports when needed. 


Partnership & stakeholder management:

· To work effectively alongside the Mediation team and Family Link work to provide practical support to complement conflict resolution and emotional support. 
· Establish and maintain excellent working relationships / partnerships with statutory and non-statuary agencies to ensure a cohesive approach to preventing family breakdown in line with the JHP. 
· Work alongside the Head of Prevention Services to ensure KPI targets are met and open communication is maintained with commissioners, where needed. 
· To assist with production of and gathering information for funding bids

Training & Development:

· Deliver any relevant training internally to hyh workers and students
· Identify training needs of the team and support continuous professional development

GENERAL EXPECTATIONS: 

· To be ambassador for the charity both internally & externally to further hyh aims whilst protecting and enhancing its reputation.

· To immerse hyh’s values into your professional practice at all times.

· Establish and maintain excellent working relationships with external agencies and partners to ensure we are a provider of choice.

· To work in partnership with the existing hyh services.

· Ensure hyh’s database is kept up to date, and that all relevant data is recorded accurately and within the specified deadline.

· Report any safeguarding concerns to your line-manager and refer as appropriate, in accordance with hyh procedures.

· Working in line with the General Data Protection Regulations.

· Ensure hyh policies and procedures are always adhered to.

· To actively participate and provide valued contributions in supervision, team meetings and other meetings as appropriate.

· To work as part of a team by supporting, communicating, and engaging with your colleagues.

· Always demonstrate professionality.

· To promote and facilitate Service Users participation across services.

· Travel as required, for the successful delivery of your duties.

· To undertake any other reasonable duty as my reasonability be determined.

· Support and work alongside volunteers / students.


TRAINING AND DEVELOPMENT:	

· Identify professional training and development needs.

· Complete any training courses deemed suitable and apply the learning to your role.


HEALTH AND SAFETY: 

· To adhere to and ensure compliance of Fire, Health and Safety regulations relating to all service delivery activities and personnel.

· Always maintaining a safe working environment.

· Report accidents and record incidents accordingly.


EQUAL OPPORTUNITIES:

· Treat everyone with whom you have contact through your work with equal dignity and respect.

· Promote equal opportunity for all and challenge any behaviour or practice which discriminates against any person on the grounds of race, colour, sex, marital status, religion or belief, disability, age, sexual orientation, gender reassignment or any other perceived difference.
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	Knowledge & Experience


	· Experience of line managing others/ a team
· Extremely professional at all times
· Able to demonstrate an understanding of the problems facing homeless young people
· Ability to engage and motivate young people, strong interpersonal skills, including the ability to be appropriately assertive
· Experience of providing advice and guidance 
· Excellent understanding of confidentially with strict professional boundaries and personal integrity 
· Commitment to equal opportunities and anti-discriminatory practice 

	
Skills & Abilities

	· General administrative skills (filling, record keeping) 
· IT literacy including excel, word, teams and outlook
· Ability to work effectively with a full and varied workload with conflicting deadlines
· Excellent planning, organisational & time management skills 
· Have a flexible working approach to the needs of the service users
· Highly motivated with the ability to work using own initiative and as part of a team
· IT literacy including excel, word, teams and outlook

	Communication & Interpersonal Skills

	· A fair, objective, and non-judgmental attitude 
· Ability to maintain positive working relations with different levels of 
professionals from a range of different organisation
· Excellent interpersonal skills with the ability to build positive 
professional relationships
· Ability to communicate clearly both verbally and in writing 

	Miscellaneous

	· Willingness to work flexibly where required
· Be prepared to travel within the county, as well as irregularly travel nationally 
· A commitment to undertake training where required and an 
enthusiasm for new challenges and experiences
· A full driving license and use of own car or motorbike for 
business purposes
· Ability to be creative, flexible, calm, consistent, dynamic, collaborative. 

	Desirable
	· An understanding of the voluntary sector and the constraints 
placed upon voluntary sector organisation 
· An understanding of reflective practice and continued 
professional development 
· Trauma informed expertise
· Knowledge of the Joint Housing Protocol.  
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