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ROLE PROFILE 

Job Title: Supported Housing Assistant 

Based: Central Reading 

Hours: Full-time 

Contract: Fixed Term Contract until 31st March 2018 

Salary: £18,000 

Reporting to: Supported Housing Manager 

Job Purpose: To provide support to Supported Housing Clients 

 
Launchpad exists to help clients turn their lives around and fulfil their potential.  We are a 
registered charity for the homeless that supports Reading’s most vulnerable and disadvantaged 
people. As well as housing clients, we also provide a range of services for clients. 

Launchpad offers accommodation-based support as part of Reading’s Homelessness Pathway. 
Our Supported Housing Team works with our tenants on a range of support needs including advice 
and advocacy, life skills, budgeting, mental health, drug / alcohol addiction as well as support 
around education, training and employment.  As a Supported Housing Assistant you will support 
clients with complex needs to make positive changes in their lives. Tenancy sustainment is also 
key, and you will work closely with our Housing Management Team to help clients achieve 
this.  Previous experience of working in support is desirable but not essential, as this role is an 
exciting opportunity for those with the right potential to develop their skills in support work. 

 
 
Overall Objectives 
 
To be part of the Supported Housing Team and contribute towards delivering excellent service to 
our clients by: 

 Supporting clients to develop their independent living skills and to help prevent tenancy 
breakdown 

 Supporting clients to achieve social inclusion through Education, Training and  Employment 
(ETE), volunteering and outreach opportunities 

 Supporting clients to move on to permanent housing or other suitable move on options 

 Supporting clients to have a say in how their services are delivered and to provide 
opportunities for clients to communicate their views to each other and to Launchpad 

 Observing and working with Launchpad’s Values of Respect, Empower, Integrity and Influence 
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Key Duties: 

1. Client Support 

 Develop the skills to manage a caseload of clients, with a view to holding your own 
caseload in time. 

 Assist the Supported Housing Team with the assessment of clients’ risks and needs in line 
with Launchpad’s assessment policies and procedures. This includes working with clients 
and referring agencies to ensure appropriate and detailed information is gathered. 

 Develop skills in writing collaborative and SMART Support Plans that help to manage 
clients’ risks and motivate them to achieve their goals and reach independence. 

 Assist clients with achieving their goals, such as with practical tasks that have been 
documented in their risk assessments and Support Plans. 

 Ensure all support is person centred, and treats clients as individuals. This includes 
promoting client dignity, independence and wider social needs and ensuring their views and 
needs are the primary focus of support. 

 Ensure all clients are effectively signposted to opportunities to reduce social isolation, by 
making referrals to Launchpad’s Education, Training, and Employment services and other 
internal support activities. 

 Ensure all support works in a collaborative way with other services and providers, and 
clients engage and have access to all specialist providers. This includes providers of drug / 
alcohol treatment, mental health services, physical health services etc. 

 Ensure clients are focused on sustaining their accommodation, and supported with the 
skills for resettlement. 

 Develop the skills and experience required to manage challenging Clients and anti-social 
behaviour, such as using appropriate communication skills to influence their behaviour. 

 Work with Volunteers and Mentors to help clients achieve the outcomes of their Support 
Plans. 

 Maximise the utilisation of the Supported Housing service by minimising the number of 
abandonments and evictions through providing effective support. 

 Support the Housing team to minimise rent arrears by providing financial management and 
welfare benefits support and advice to clients. 

 Withdraw support services when appropriate in a planned and sensitive manner, following 
policies and procedures. 

 Record and maintain each client’s records in accordance with Launchpad’s policies and 
procedures.  

 Promote and develop opportunities for clients to participate in the management and 
development of Launchpad and its services. 
 
 

2. Finance and Administration 

 Keep accurate and timely records on the case management system which are of an 
exceptional quality according to the contract requirement and targets. 
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 Provide administrative support to the Supported Housing Manager and Supported Housing 
Team. This includes (but is not limited to) sending letters, updating databases, filing, 
photocopying resources, taking minutes and having some administrative responsibility for 
the case management system. 

 Ensure all records and files are maintained and held securely and that the confidentiality of 
information is upheld. 

 Complete all financial transactions according to Launchpad’s procedures. 

 Complete all administrative duties according to Launchpad’s procedures. 

 Provide reports to the Supported Housing Manager as required. 
 
 
 

3. General 

 Assist in promoting awareness of homelessness and the needs of homeless people in the 
wider Reading community.  

 Represent Launchpad at multi-agency meetings. 

 Attend and participate in team meetings, conferences, 1-1’s, annual reviews, internal and 
external meetings, qualifications and training courses where appropriate. 

 Operate within the framework of policies and procedures within Launchpad and supporting 
legislation. 

 Contribute towards the development of Launchpad’s services and policies. 

 Assist in the development of new and existing support services 

 Work outside normal office hours if required. 

 Any other duties commensurate with the grade of the post. 

 

 

Person Specification 

 

Qualifications/Training 

 5 GCSEs including English and Maths at grade C or above 

 

Knowledge, Skills and Behaviours 

 Professional, approachable, confident and empathic manner whilst maintaining appropriate 
boundaries. 

 Ability to motivate, encourage and support clients and work with challenging behaviour 

 Good understanding of basic IT software (Word, Excel, Internet Explorer and Outlook) 

 Ability to manage multiple and conflicting priorities 

 Have a positive attitude at all times and be flexible with workload priorities 

 Strong verbal and written communication skills. 

 Observe and work within Launchpad’s Values of Respect, Empower, Integrity and 
Influence. 
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 Work in a way which promotes client independence and demonstrates equality of service to 
all 

 Use safe working practices whilst supporting clients 

 Strong communication and inter-personal skills and an ability to remain calm under 
pressure 

 Willing and able to work as part of a team and be supportive to your colleagues 

 Willing to learn or have an understanding of welfare benefits and Welfare Reform 

 Willing to learn or have an understanding of housing and homelessness legislation, housing 
law and complex support needs including substance misuse and offender management 

 Confident in using IT to record and report information and willingness to learn new systems 

 

 

Experience 

 Previous experience of providing care or support for vulnerable people (desirable but not 
essential) 

 Good professional relationships and contacts within Reading (desirable but not essential) 

 An understanding of Reading Borough Council’s Homelessness Pathway 

 Experience of working as a team in a collaborative way and using own initiative 

 Experience of working in a customer facing environment 

 Experience of enabling and facilitating others to achieve their goals and objectives 

 


