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Job description 
 

 

Post:    Support and Well Being Hub Coordinator  

 

Grade:   Indicative Grade PO1   

 

Responsible for:  Support & Well Being Worker  (x4/5)    

 

Responsible to:  Team Manager  

 

 

Basic objectives of the post 

We’re looking for individuals who are used to delivering high quality 

housing support, leading a small team and building effective 

partnerships, to join us as a Support and Wellbeing Hub Coordinator 

and play a leading role in the future of our Support and Well Being 

Service. Our eight hub schemes will be flagships of excellence that 

offer a wide range of services and work closely with, and are 

respected within, the local community. Hubs go beyond delivering 

short-term solutions to achieve lasting change for our residents. They 

provide anyone in housing support need with a prompt, personalised 

service that tackles all their needs in a joined up way. As a Hub and 

Wellbeing Lead Officer you’ll make sure the vital services we provide 

across the  service grow and prosper. You will be require, to provide 

quality support to a number of residents in specified supported housing 

properties to maintain their tenancy, in accordance with the 

requirements of the Supporting People Quality Assessment Framework; 

agreed policies, procedures and relevant legislation, and to work on a 

daily basis without direct supervision. It is not part of the role to provide 

personal care to tenants. 

This post is exempt from the Rehabilitation of Offenders Act 1974  

(as amended in 1986) 
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Duties and responsibilities 

 

1. To take overall responsibility for managing the housing support and 

services offered to residents living in the hub scheme, cluster 

schemes and the wider community 

 

2. To develop and provide opportunities and encourage service users 

to access social activities, meaningful activity, and a range of 

services that promote health and well-being. Promote the hub and 

associated schemes as a stimulating and supportive environment in 

which to live. 

 

3. To support residents , both within the schemes and in the wider 

community to live as independent and enjoyable a life as possible 

 

4. To build partnerships and relationships with other service providers, 

to develop and promote the range of services and activities 

available to residents. 

 

5. To provide service users with information and act as an advocate 

where necessary, giving fair access to services for all. To encourage 

and support service users to be actively involved with tenancy 

issues by promoting and facilitating Tenants Associations and Social 

Associations within the scheme, ensuring that service users have the 

opportunity to participate in the running of the scheme. To work in 

conjunction with other colleagues in the community care/health 

network to provide a quality and non-discriminatory service to all 

service users, and to be responsible for monitoring the delivery of 

the service locally. 

 

6. To be responsible for the monitoring and supervision of Support and 

Well Being Workers. To carry out all agreed responsibilities and 

procedures necessary to manage the service as described in the 

Service Procedure Manual and to adhere to good practice as set 

out by the Supporting People Quality Assessment Framework. 

 

7. To ensure welfare checks are carried out for tenants on a daily 

basis; to visit them, as and when necessary so as to monitor their 

well being and alert other services and families/carers if necessary, 

having made an assessment of risk. To activate the Protection of 

Vulnerable Adults procedures as required. 

 

8. To hold a dedicated complex case load, to assess their support 

needs and to draw up an agreed plan of support with them and 

their families/carers. The plan should be reviewed annually or earlier 

if circumstances change.  
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9. To monitor the standards of service delivery by support workers and 

to take action as appropriate. 

 

10. To operate the Community Alarm/Intercom System in accordance 

with agreed arrangements and to demonstrate the alarm and card 

out system to tenants. To liaise with the Community Alarm and Out 

of Hours Service according to procedures. 

 

11. To provide assistance support and advice in relation to financial 

matters including rents, basic housing benefits and other relevant 

benefits, and to inform the tenants of agencies that can offer 

further assistance. To refer to Welfare Benefits officer when needed 

for advice on complex cases. To assist in the completion of 

Community Care Self-Assessment/Benefits forms and other forms 

where appropriate. 

 

12. To respond to emergency situations promptly and where necessary 

provide practical assistance but not including personal care. 

 

13. To be proactive in monitoring and dealing with problems in the 

hospital discharge procedures, linking in with social workers, 

community care services and discharge co-ordinators as 

necessary. 

 

14. To provide a range of activities that promote social inclusion and 

independent living. To target these towards socially isolated people 

and those with dementia, depression and other mental health 

problems. To develop social networks and links to the wider 

community by encouraging visits of prospective service users and 

by keeping service users informed of local resources. 

 

15. To be responsible both for proactive monitoring of the safety and 

security of service users and provision of information for Protection 

of Vulnerable Adult investigations, including attending strategy 

meetings as required. 

 

16. To cover for colleagues at other  schemes as required and as 

agreed. 

 

17. To be responsible for the overview of scheme security, advising 

tenants of security procedures and liaising with the Crime 

Prevention Officer, Police and the Anti Social Behaviour team as 

necessary. 

 

18. To be responsible whilst on duty for directing fire action procedures, 

for instructing tenants and for using and maintaining relevant 

records. 
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19. To use information technology equipment as and when required. 

 

20. To write reports, produce data, attend meetings and training 

sessions as and when required. 

21. To advocate on behalf of service users in relation to rent queries 

and arrears according to procedures. 

 

22. To exercise responsibilities under the Health and Safety at Work Act, 

as laid down or as may be amended from time to time by 

departmental procedure, including the testing of core 

support/monitoring systems e.g. the pull-cord, fire alarm and CCTV 

systems. 

 

23. To specifically uphold and further the Council’s equalities policies 

and to deliver effective and appropriate services fairly and without 

discrimination, recognising the multicultural nature of the client 

group at all times. 

 

24. To undertake other non permanent duties consistent with the basic 

objectives and/or duties of the post and at all times to carry out 

duties in accordance with the Homes for Haringey’s policies and 

procedures. 

 

This job description is not intended to be exhaustive and may be 

reviewed to ensure that the arrangements meet the needs of the 

service. 

 

Health and safety 

The post holder is required to comply with all health and safety at work 

policies, procedures and guidelines which form part of this job 

description. The post holder must look after their own health, safety and 

welfare and be mindful of other persons who may be affected by their 

acts. Employees must co-operate and comply with management 

instructions regarding health and safety issues and report all accidents, 

incidents and problems as soon as practicable to their line manager or 

another senior manager. 

 

Equality and diversity 

The post holder is required to actively promote diversity in the 

workplace. It is the duty of the post holder not to act in a prejudicial or 

discriminatory manner towards employees, service users or residents. 

The post holder should counteract such practice or behaviour if they 

encounter it by challenging or reporting it. 

 

Safeguarding 
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Homes for Haringey is committed to safeguarding and promoting the 

welfare of children and vulnerable adults. Safe recruitment of staff is 

central to this. Staff must ensure that our recruitment policies and 

practices are followed rigorously to prevent unsuitable people from 

gaining access to children or vulnerable adults.   

 

All staff who encounter children or vulnerable adults should be aware 

of, and share this commitment to safeguarding and welfare.  

 

Risk 

Homes for Haringey has a strong culture of risk awareness. We expect 

all our employees to partake in risk awareness training and to apply the 

principles within their role. Staff should be able to recognise threats to 

the delivery of their own objectives, and also be expected to report 

promptly potential threats to the business as a whole. 
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Candidate specification 
 

Post:  Support and Well Being Hub Coordinator 

Grade: Scale PO1 

 

Essential 

 

Useful 

Knowledge and Understanding  

Understanding of housing support 

needs of older people and 

benefits of a flexible, outcome 

focussed and personalised 

support service. 

 

Understanding of housing issues 

relating to older and disabled 

people. 

 

Understanding of related services 

provided by the statutory and 

voluntary sector 

 

Understanding of confidentiality 

and data protection issues. 

 

Understanding of the concept of 

housing related support  and 

supporting people to help 

themselves 

 

Understanding of the need to 

collect data and the benefits for 

the service 

 

Understanding of welfare benefits 

 

Understanding of the difference 

between care and housing 

related support 

 

 

Experience 

Experience of working with 

vulnerable older people. 

Experience of building 

partnerships with statutory and 

voluntary agencies 

Experience of delivering a 
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structured, out-focused service, 

assessment of individuals needs 

and managing risks 

Skills & Abilities  

Excellent verbal and written 

communication skills, ability to 

write concise accurate reports 

Good computer literacy and 

ability to maintain electronic 

records, with attention to detail. 

Ability to supervise and manage 

staff effectively to deliver the best 

possible service 

Ability to promote good working 

relationships with clients, 

colleagues, external agencies, 

statutory and voluntary bodies, 

and to represent the organisation 

and service effectively at client 

meetings. 

Good organisational skills, able to 

manage the time and workload of 

a small team to meet priorities and 

work efficiently. 

Able to inspire and motivate 

others to achieve objectives and 

outcomes for the service and its 

customers 

Ability to confront and resolve 

problems and be able to deal 

with challenging situations 

 

Other Requirements  

Willingness to undertake relevant 

training 

 

Enhanced CRB clearance. 

Access to own transport and full 

driving licence 
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