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NEW START 
 

JOB DESCRIPTION 
HOUSING OFFICER 

 
1. Name:     

 
2. Scheme:  Adult Services  

 
3. Location:  New Start’s 24-hour Female Service  

 
4. Responsible to:  Service Manager  

 
5. Aims: 

 
5.1 To work as part of a team endeavouring to provide quality accommodation and support within a safe 

and secure environment. 
 

5.2 To provide housing related support for vulnerable females living in self-contained accommodation within 
a 24-hour staffed site. 

 
5.3 To empower and promote independent living skills within the client group. 

 
5.4 To work within the framework of New Start’s policies and procedures. 

 
6. Main Duties:  

 
6.1 To oversee the safety and security of the building, staff, service users, and visitors; reporting any 

concerns to the Service Manager.  
  

6.2 To take responsibility for the health and safety aspects of the building and service users whilst on shift; 
including health and safety checks, risk assessments and incident reports.  

 
6.3 To undertake daily checks/nightly and weekly checks to ensure that the building, service users’ 

accommodation and communal/staff areas are free from hazards including testing of emergency/fire 
equipment and or evacuation procedures.   

 
6.4 Where hazards and or risks are identified, carry out risk assessments and incidents reports to minimise 

risk and record outcomes.  
 

6.5 To comply with New Start’s Health and Safety policy and to protect the health, safety, and welfare of 
themselves and others. 

 
6.6 To attend all relevant training provided in relation to Health and Safety at Work etc Act 1974 and or any 

other training either mandatory or role specific recommended or identified as necessary to the role of 
Housing Officer.   
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6.7 To carry out any administrative tasks as requested by the Relational Support Practitioners, Senior 
Relational Support Practitioners and Management. 

 
6.8 To provide health and safety support to Relational Support Practitioners i.e. safe handling/disposing of 

sharps bins  and other equipment. 
 

6.9 To establish and maintain to the highest standard, a cleaning program, throughout the premises, 
including communal areas, offices and void rooms.  

 
6.10 To act as security for the premises when on shift, ensuring concerns are acted upon and reported, in 

adherence to policy.  
 
6.11 To act as concierge, ensuring access is restricted to service users, and other approved visitors only; 

raising concerns to the Service Manager and Police as appropriate.   
 
6.12 To act as Named First Aider and Fire Marshall. 
 
6.13 To participate in a standby rota on rolling basis with other staff members. 

 
7. Other Duties:  

 
7.1 To support the Relational Support Practitioner to organise relevant meetings and reviews including 

statutory case conferences, probation appointments, interagency and or any other meetings relating to 
service users.  

 
7.2 To assist in the facilitation of engagement activities to support the specific needs of service users 

including educational, social, emotional and physical health. 
 

7.3 In the absence of the Relational Support Practitioner, provide support to the service users in order to 
promote harm reduction and personal recovery.  

 
7.4 Supporting access to, and accompanying services users on appointments for screening, testing, GP, 

GUM, needle exchanges, benefits agency etc.   
 

7.5 To work sensitively and respectfully with service users, carers and or families.  
 
7.6 To help to address any barriers that the service user may face to ensure greater independence in the 

future.  
 

7.7 To develop effective working relationships with all the relevant external agencies to ensure access to 
services for the females supported at the project.  

 
7.8 To co-ordinate the delivery of services, making agreements with other agencies and arranging and 

arranging regular reviews where necessary. 
 
7.9 To work within the requirements of the necessary recording systems, ensuring the accurate 

documenting of information to support each case. 
 

8. General  
 
8.1 This post is subject to enhanced DBS criminal record disclosure and subscription with the DBS 

 Update Service.   
 

8.2 New Start operates within a constantly changing environment, and as such, work priorities and 
 targets may change.  New Start’s management reserves the right to make reasonable changes to the 
 job purpose and accountabilities.   
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 Date:   
 
 
 Employer's Signature ………………………………… 
 
 
 Employee's Signature ………………………………… 


