Shelter Manager
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Job profile: 
HSSH Night Shelter Manager 
Location:        
St Anselm’s Rectory 
Reporting to:   Operations Trustee


Job Purpose: Manage all aspects of the night shelter 

Hours: 37.5 hours per week – Core hours 7.30am -10.30pm (Shelter attendance and handovers)
Salary: 32k PA
Principal duties and responsibilities
Administration and planning

1. Planning the overall shelter schedule

2. Dealing with e-mails and phone calls

3. Ensuring shelter equipment (beds, linen, toiletries) is sourced and organised

4. Maintain and ensure all safety protocols are followed.
5. Maintain good record keeping, consistent with the current legal requirements on data protection.
6. Collecting statistics about the work of the shelter.

7. Liaising with current service providers to ensure SLAs are being met, including conducting audits and evaluations
8. Sourcing new service providers.
9. Financial management and accounting as required by the Treasurer
Attending shelters

1. The manager should frequently attend the shelter and on a regular basis to ensure the it provides accommodation, meals and support on a daily basis to the guests in a timely and organised manner.
2. To provide a safe and welcoming environment, for all.
3. To get to know the guests, and be part of their experience in the shelter including at night time

4. To  support and encourage volunteers

5. To build the sense of consistency and belonging together

6. To provide on call service

Working with volunteers and staff

1. To be the main liaison contact and supervisor for Evening Shift Leads, Night Workers and volunteers. 

2. To develop good working relationships between paid staff, volunteers, and also between those staff with main responsibility for the shelter and partner agencies
3. To liaise with Night Workers over details of day-to-day operation, 

4. To act as backup coverage for shelter staff if necessary
5. To arrange events to support volunteers, including training and celebrations.

6. To communicate with volunteers, keeping them informed of what is happening in the shelter, arranging occasional meetings, listening to comments, gathering and acting on feedback

7. To help fill gaps in staffing schedules (which may include the engagement of agency staff, and to manage holiday leave and cover).

Working with Guests

1. To ensure guests engage with HSSH and appropriate services to address their needs in order to move away from street homelessness
2. To establish needs and available pathways in cooperation with the Ealing Street & Community Outreach Team

To arrange and attend casework surgeries if these are not already in place

3. To liaise with the Ealing S&C Outreach Team to arrange support such as accompanying to appointments, visiting in hospital or in relation to any other service the guest requires,

4. To monitor the guest’s attendance at the shelter and to manage their length of stay.

Relationship with the Board of Trustees

1. Regular meetings with Line Manager and Operations Group of Trustees

2. Preparing information for and attending Trustees’ meetings when requested

3. Providing the Trustees and Funders with reports and relevant information to enable them to assess HSSH  progress according to its stated objectives and to promote its work to others across the community and beyond
4. To contribute to the promotion, strategic and operational planning of HSSH 
5. To assist the Board Trustees of Hope for Southall Street Homeless with any reasonable and related tasks that may be requested
The above duties are not all inclusive and may be modified to include other job related duties through consultation with the post holder.
***

HSSH Night Shelter: Person Specification

Required qualities and experience

· A heart for the homeless and marginalised

· Experience working with people who are in difficult circumstances

· Experience organising volunteers

· Basic office skills (email, office software, use of websites)

· A patient and helpful telephone manner

· Good pastoral listening skills

· Self-reliance, the ability to work unsupervised and ask for help when needed

· The ability to communicate clearly, openly and honestly with people at all levels of society


