Canopy Housing 
Job Description
Housing Support Worker (self-help housing)
Temporary Maternity Cover 
Introduction

Canopy is a self-help, community-housing organisation based in inner city Leeds. We renovate derelict houses to create decent homes for people who are homeless. We involve local people, volunteers, tenants and others in every aspect of our work. Canopy transforms communities as homeless people and local volunteers renovate empty homes.

Responsible to:  Support Manager
Term: Temporary contract Maternity Cover 9 months with possible extension
Salary: £24,795 pro rata (actual £14,877) 22.5 Hours Per week

 Pension: Canopy Housing will match an individual’s contributions of up to 5% of gross basic salary 
Hours: 22.5 hours per week, days negotionable– 8.30am to 4.30pm with an hour break at lunch, half paid, half unpaid. Flexible / part time arrangements will be considered 
Holidays: 25 days per year pro rata 
Main Areas of Responsibility
· Tenancy allocation, recruitment of new tenants, working closely with housing management worker
· Support new tenants in the process of ‘self-help’ housing
· Offer housing related and life skills training to new tenants

· Develop and sustain tenant engagement and peer support opportunities
· Provide proactive support to help new and existing tenants move forward and access education, training and employment opportunities. 

· Support tenants with reducing fuel poverty, debt issues, and engagement in climate emergency action. 

An essential part of the project is the self-help and voluntary activity of creating a home. The job will entail practical work on site alongside volunteers, tenants and other workers. The post holder will have to show initiative, be willing to learn new skills, and enjoy mucking in.
 

Specific responsibilities
· Use the Leeds Homes Register allocations system to select and recruit new tenants

· Complete ‘self-help’ volunteering agreements with new tenants and monitor attendance

· Accompany new tenant on house renovation site and address any ongoing issues with site workers and other volunteers

· Help new tenant personalise home, liaising with site workers and choosing colours, fixtures and fittings etc

· Organise socials to celebrate the new tenant’s achievements

· Offer in-house or outsource 1-2-1/ group training on the following subjects: how to maintain your home, managing waste, energy efficiency, reducing condensation in your home & money management.

· Engage tenants in Canopy’s training, socials, climate emergency awareness and Canopy’s governance, exploring social media and peer support as methods.
· Provide ongoing support to new and existing tenants focussing on positive move-on to paid employment, apprenticeships and mainstream services. 

· Minimise the financial disruption for tenants when they move in and out of paid employment. 
· Be responsible for recording information on Canopy’s service users 

Responsibilities of all staff 
· Attend regular supervisions and annual appraisals with line manager

· Attend weekly team meetings, take minutes 

· To attend Management Committee meetings as required

· Contribute to identifying your own training needs and attend relevant training and events

· Accurately administer and file records, develop and maintain systems of record keeping, for example databases and paper records.

· answering the telephone and door

· Assist with Security, IT, storage and housekeeping at Canopy offices
· To comply with Canopy policies and working practices

· Be concerned for the Safety and Health of all people in contact with Canopy

· To take responsibility for identifying hazards, reporting them and doing something about them

· To help out in every area of the organisation’s work as required

· Any other tasks as required by your line manager, the Director or Management Committee

Person Specification

Please see separate document

