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	Job title
	Support Officer

	Job number
	6054/008
	Grade 
	SC 5

	Directorate
	Customer and Communities 
	Department
	Supported Housing 

	Reports to
	Team Leader
	Date effective
	07/2026



	Purpose

	We are seeking a compassionate and dedicated Support Officer to work closely with Unaccompanied Asylum-Seeking Children (UASC) Care Leavers. The role involves supporting these young people in their transition to independence, including moving from supported housing to independent living within the community. The ideal candidate will have experience working with vulnerable individuals, a strong understanding of housing and benefits systems, and a commitment to helping young people gain independence. Support young people in navigating the housing system, including assisting with finding and securing social and private rented accommodation.



	Key responsibilities/ deliverables

	Develop and review personalised support plans with young people, setting clear tasks and objectives.
Identify potential risks to the safety and wellbeing of young people.
Create and maintain risk assessments, updating them as required to reflect any changes in circumstances or needs.
Help young people in managing the transition from supported housing to independent living, ensuring they are fully prepared and equipped to live autonomously.

Forge and maintain relationships with partner agencies, stakeholders, and other relevant agencies.
Ensure effective communication and collaboration with these parties to support the young people.
Recognise and report any safeguarding concerns related to vulnerable individuals, adhering to established procedures.

Attend case conferences, safeguarding meetings, and any other required gatherings to ensure appropriate action and follow-up.

Ensure that all relevant records and documentation are completed accurately and submitted on time.

Maintain high standards of data integrity and confidentiality in all client interactions.

Empower clients by promoting responsibility and self-sufficiency in maintaining safety, security, and cleanliness within the project.

Ensure adherence to internal policies and procedures, and report any maintenance or repair issues promptly.

Work outside of regular office hours as required, delivering services and ensuring support to young people.

Follow lone working procedures to ensure safety while performing duties in non-office settings.





	Line management
	
	

	Direct reports: None

Indirect reports: None



	Key internal contacts

	Examples to use (copy and paste into template with relevant amendments) 
· Operations Team 
· Housing management Team
· Customer Accounts team 
· Tenancy Sustainment officers



	Key external contacts

	· Local authorities – Leaving Care Team
· Government agencies - police, fire services, etc
· MPs and Councilor’s
· Regulatory bodies – specify body and purpose
· Service providers - legal advisers, contractors
· Colleges/ schools 
· Solicitors



	Operating environment/dimensions
	
	

	Customer base:		Oxford City

Job persona:			Site based

DBS level:			Enhanced 

Mandatory training:		Emergency first aid, Personal Safety, Professional                                 Boundaries, Safeguarding   




	Qualifications and training
	Essential

	Desirable


	Educated to GCSE level or equivalent in Maths and English (Grades A*- C)
	Y
	


	Experience of providing support to diverse client groups
	Y
	

	[bookmark: _Hlk192601436]A working knowledge and understanding of how to support people in achieving and maintaining independence
	Y
	

	Housing or Support related qualification
	
	Y

	Knowledge and skills
	
	

	Ability to work under own initiative
	Y
	

	Ability to network and build strong relationships with partner agencies, community and key stakeholders.
	Y
	

	Organisational skills, including time management and ability to meet targets
	Y
	

	Ability to communicate effectively at different levels.
	Y
	

	Ability to use IT packages and management information systems.
	Y
	

	Driving Licence and use of own transport
	Y
	

	Behaviours for success

	Caring by nature
· We show care through action, by offering help when needed, being dependable, and doing what’s right, not just what’s easy

	Working better together
· We take shared responsibility, supporting each other, challenging each other, and making delivery a team effort.

	Thinking for tomorrow
· We improve as we go, learning fast, solving problems, and staying focused on what helps us move forward.



This job description outlines the main responsibilities and requirements of the job.  Colleagues are expected to comply with reasonable management requests to carry out additional or alternative duties.
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