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                                        Project Worker 
 

 
Caritas Diocese of Salford (‘Caritas Salford’) is the principal social action agency of the 
Catholic Diocese of Salford.  We have a proud history of supporting people in poverty or 
situations of crisis and challenge through a diverse range of projects and services.    
 

Our vision is for a society where there is justice and equality and where the voices of 
those experiencing poverty, disadvantage and/or discrimination are heard, valued and 
acted upon so that all people can live in peace and dignity. 
 

Our mission - Inspired by the Gospels and the teachings of the Catholic Church, our 

mission is to put Love into Action. 
   
We work across Greater Manchester and parts of Lancashire to help those experiencing 
poverty, disadvantage and discrimination to transform their lives with dignity.  We provide 
a practical response to those in crisis, suffering hardship or who are at risk. We rebuild lives 
for the long-term, enabling people to live in a safe, healthy and secure environment.  We 
call for a better, more just world where the voices of the poor are heard and acted upon 
and positively influence the systems, decisions and resources that affect those in need. 
 

Our vales – Our values are based in the universal teaching on respect for the life and 

dignity of the human person.  Locally our values are also to act with integrity, ambition 
and in collaboration, to achieve lasting and sustainable change.   
 

Our objectives -  
In 2021 we discerned our core objectives for the next three years to be to: 

• Reduce poverty, disadvantage and discrimination in our Diocese to enable people to ‘live 
life to the full’. 

• Increase awareness and understanding of Catholic Social Teaching and Animate the 
Diocesan Community to take practical action. 

• Become a voice for those who cannot speak for themselves, empowering people and 
advocate for justice and social change. 

• Become a sustainable and more visible and effective catalyst for change. 
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JOB DESCRIPTION 

                                  

POST TITLE: 
 
Project Worker  
 

LOCATION: 
 
Morning Star Hostel, 104 Denmark Road, Manchester, M15 
6JS 
 
 
 

HOURS OF DUTY: 
 
37.5 hours per week 
(Monday – Friday, 9am – 
5pm) 
 
(occasional support of 
fundraising activities outside 
these hours) 

GRADE: 
 
SCP13-15 
 
 

SALARY: 
 
£26,549 - £27,535 per 
annum 

RESPONSIBLE TO: 
 
Hostel Operations Manager  
 
 
 

MAIN CONTACTS: 
 
Internal 

 Residents of hostel 

 Hostel staff  

 Other Caritas staff, Volunteers and Students 
 
External 

 Statutory and voluntary sector services including City 
Council staff, health services, DWP, probation service 
and local community services etc. 

 Donors and supporters 
 

RESPONSIBLE FOR: 
 
Students 
 
 
 

SPECIAL CONDITIONS OF SERVICE: 
 

 Enhanced Disclosure & Barring Service check required  

 Able to work within the core hours 9-5 Monday to Friday  

 Able to support occasional fundraising activities outside these hours with TOIL 

MAIN PURPOSE OF THE POST: 
To assist in the smooth running of the Morning Star Hostel including ensuring that it: 

 Is run together with the residents through a strengths-based, coproduction 
process 

 Provides a safe environment where people can live 

 Provides a high standard of supported accommodation 

 Enables people to move on to appropriate longer-term accommodation 

 Supports people to address their health and other support needs and promotes 
wellbeing 

 
 



January 2024 

 

 

 

 
 

 
 

JOB DESCRIPTION 
 

Project Worker 
 
 
MAIN TASKS AND RESPONSIBILITIES 
 
Approach 
1. To actively promote and support the aims and objectives of the Caritas’ Homelessness 

Services. 
2. Deliver excellent customer service and welcome people warmly in a manner that 

acknowledges their dignity and self-worth. 

3. To promote an environment where people can build on their strengths and improve 
their wellbeing. 

4. To Work with a co-production approach. 

 
Housing Management Tasks - Work with residents including: 
5. Dealing with referrals and subsequent lettings process including sign up. 
6. Settling in new residents. 
7. HB claims - advising and assisting residents in dealing with HB claims during sign-up 

process and throughout their tenancy. 
8. Advice on rent arrears and setting up and monitoring repayment plans. 
9. Housing Welfare Services - putting the resident in touch with or advising on the 

availability of care, support and welfare services that are not provided directly and 
encouraging the client to maintain those contacts. 

10. Dealing with abandonment, anti-social behaviour, and related issues, including serving 
notice where this is unavoidable. 

11. Administration and maintaining resident records and monitoring rent performance. 
12. Resident consultations and coproduction work. 
 
Housing Management Tasks - Building Management including: 
13. Arranging and monitoring access to the building and monitoring CCTV. 
14. Maintain security of the building. 
15. Housing management administration. 
16. Facilitating and reporting day to day repairs and ordering new equipment / furniture / 

carpets when needed. 
17. Facilitating housekeeping audits, property inspections, Health and Safety monitoring, 

fire risk assessments + alarm testing etc. 
18. Routine maintenance inspections and inspection of defects, monitoring works in 

progress, checking completed works, administration of maintenance records. 
 
Support Work 
19. Welcome and work with all residents supportively in a manner that acknowledges 

their identity, dignity, and self-worth by sensitively engaging with them to address 
the issues that have contributed to their need to access Morning Star and Emergency 
Accommodation. 

20. To use Inform to record, monitor, report on and help deliver a high-quality support 

service to residents. 
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21. Complete strengths-based support plans and risk assessments and review and update 

them regularly. 

22. To promote effective multi-agency working, sharing information appropriately to 
support residents in accessing move-on accommodation, services, advice, and 
information. 

23. To enable residents to move on to longer-term supported accommodation or into their 

own independent tenancies. 

24. Enable people to access the services that they need to ensure a good quality of life 
and prevent them from becoming homeless again. 

25. To promote education, training, employment, and positive recreational activities. 
26. To conduct dynamic risk assessments and to identify and action safeguarding concerns 

when needed. 
27. To work with residents to avoid eviction through an agreed process. 
28. To develop and maintain excellent working relationships with other services, including 

supporting other services that work on-site to maximise take-up of these services. 

 

General 

29. To deliver agreed outcomes and achieve targets set by the Hostel Operations 

Manager. 

30. To provide on-site supervision for social work and other students. 

31. To support the promotion of the service in the community, and to support fundraising 

events when needed. 

32. To attend meetings and training courses as required. 
33. To work within the mission, values, and ethos of Caritas Diocese of Salford. 
34. To work in a way that promotes equality, inclusion, and diversity. 
35. To carry out any other duty, commensurate with the level of the post. 
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PERSON SPECIFICATION FOR THE POST OF 
PROJECT WORKER 

 
REQUIREMENT ESSENTIAL DESIRABLE ASSESSMENT 

METHOD 

Qualifications 
 

 Good general education  Application 
Form & 
documentation  

Skills  Ability to communicate effectively on a one-
to-one basis and in groups, in a wide range 
of contexts 

 

 Ability to contribute positively to effective 
team working 

 

 Ability to work independently proactively 
and use own initiative and refer matters to a 
higher level for decision making if needed 

 

 Ability to work in a professional anti 
discriminatory manner 

 

 Good IT and administration skills  
 

 Ability to respect confidentiality and 
boundaries 

 

 Ability to manage difficult or challenging 
situations and problem use solving skills 

 

 Ability to manage time, prioritise and meet 
deadlines 

 
 

Application 
form, 
interview & 
tests at 
interview 

Knowledge  Knowledge of the housing and benefits 
system 

 Knowledge of Safety and Safeguarding 
policies and procedures  

 Knowledge of homelessness, benefits, 
complex trauma, mental health and 
substance misuse  

 Awareness of latest best practice regarding 
equality, diversity and inclusion 

 Application 
form and 
interview 

Experience  At least two years experience of working with 
people who are homeless in a supported 
housing setting 
 

 Experience of working in a strengths-based 
way 

 

 Experience of working with people who are 
homeless and have drug/alcohol or mental 
health problems  

 Interview, 
application 
form and 
references 

Special 
conditions 

 Able to work within and promote the ethos 
and values of Caritas 
 

 Able to contribute to promotion and 
fundraising on behalf of Caritas, including 
attending the annual sleep out with TOIL 
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Duties and responsibilities of all Caritas Salford staff and volunteers 

As a Catholic charity, we seek to respect, protect and promote human dignity for all.  This 
is fundamental to our work.  Therefore, as part of our team you’ll need to appreciate and 
be respectful of the diversity of our staff, volunteers, supporters and the people who use 
our services.  You’ll be expected to model behaviours and represent the principles, ethos 
and values of Caritas Diocese of Salford (‘Caritas’) in all aspects of your work.  You’ll also 
be expected to contribute positively to creating healthy, hospitable and welcoming 
workplaces and environments.   
 

Health and Safety 

Employees have a legal duty to protect their own health and safety and that of others who 
may be affected by their work.  This includes people who use our services, volunteers, 
supporters and other visitors.  We expect all our people to follow Caritas policies, 
procedures and take action to prevent people from harm.  We also expect you to report 
hazards, accidents and incidents in accordance with procedures.   
 

Safeguarding 

Everyone in Caritas has a responsibility to safeguard the well-being of people who may be 
at risk of harm.  As part of your role you will be required to undertake mandatory 
safeguarding and Prevent training to raise awareness and give information about how you 
can ensure that children, young people and adults at risk are safeguarded.  Your role 
includes a duty to refer any safeguarding concerns in line with our procedures.   
 
We’re committed to safeguarding children, young people and adults at risk of harm within 
the community and aim to embed a culture of safeguarding to prevent abuse and provide 
support to individuals who have been harmed.  We expect everyone to contribute to the 
creation of a safe environment, challenge inappropriate or dangerous behaviours and 
report concerns.   
 

Promoting our work and fundraising  

As a charity we rely on fundraising to support our work.  All members of staff are expected 
to positively represent our work with donors and supporters and, subject to the terms of 
your contract, to contribute to fundraising activities.   
 

Confidentiality and protecting data 

As part of our work it may be necessary for you to gather, record and store confidential 
information or personal data.  We expect everyone to respect confidentiality (within the 
boundaries and procedures for safeguarding and whistleblowing) and not disclose personal 
information.  You may also have access to information or communications technology 
equipment for your role.  You will be required to ensure that appropriate security 
procedures are followed and that confidential information, including passwords, are not 
communicated to unauthorised individuals.   
 


