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[bookmark: _Hlk143538995]Position: Placement Coordinator 
A bit about us!

Step by Step is a charity that passionately believes in supporting young people who are going through hard times. Our unique step by step approach, providing accommodation, personal development opportunities and specialist support services, identifies and fulfils aspirations. 

Each year we work with over 1,300 young people aged 11 – 25 and our team play a pivotal role in empowering young people and preventing homelessness.
The Step by Step team is positive, dynamic, professional, and committed to empowering young people to fulfil their full potential. Step by Step was incorporated in 1989, so have a long history of working and supporting young people. We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment

What would you be doing? 
The Supported Lodgings Placement Coordinator is responsible for promoting and recruiting prospective hosts for the Supported Lodgings service, ensuring high-quality assessments, training, and support for both hosts and young people. This role involves driving recruitment efforts, maintaining strong stakeholder relationships, and facilitating effective communication and record-keeping. The coordinator will also support young people in their move-on pathways and help them navigate appointments, all while fostering a culture of talent development and positive change.
· You will be responsible for recruiting new host families and supporting the young person during placement as well as the host family.
· Driving an effective and dynamic recruitment and marketing process to maximise interest in the Supported Lodgings service and build and maintain strong relationships with key stakeholders to encourage the growth of a wider host network.
· Attending community events, interacting with members of the public and promoting Supported Lodgings to support with host recruitment. 
· Raise the profile of the Supported Lodgings service, in the interests of identifying and recruiting prospective hosts in line with identified recruitment targets. 
· Complete host assessment, induction and training methods to a high standard to ensure the provision of a high quality support service which is compliant with both contractual expectations and best practice. 
· Fully implement all SbS policies and procedures and abide by the responsibilities contained therein. 
· Ensure records of support provision are up to date and accurately maintained for both the hosts and young people within the service.
· Develop and maintain an effective communication system within the service, ensuring data is efficiently recorded on the CRM system (InForm).
· Support the hosts and their placements whilst planning effective move on pathways. Ensure positive inter agency partnership working to deliver positive outcomes for our young people. 
· Be committed to opening talent. Possessing the ability to spot, nurture and inspire often hidden talents within young people. The desire to aspire to be and do more in all aspects of your work and to encourage others to do the same through your own positive actions. 


· Support young people and signpost where necessary to ensure their benefits are in place.
· You must have the ability to handle difficult situations and set and maintain boundaries whilst developing and maintaining positive working relationships with young people and hosts.
· You must have a full driving licence, appropriate motor business insurance, tax, and MOT. There is a petrol allowance.


Skills and Experience and Person specification

	Knowledge, qualifications & skills required
	Essential
	Desirable

	Empathy for and genuine interest in the welfare of young people, and the hosts they may be placed with. 
	Yes
	

	Knowledge of the issues affecting young people, and the methods of empowering and inspiring young people to utilise their talents to achieve their potential.
	Yes
	

	Ability to ensure that relevant support is provided to young people, interviewing, assessing and planning intervention and motivating young people.   
	Yes
	

	Knowledge of services and opportunities available within your areas and the surrounding counties in relation to support provision.
	Yes
	

	Ability to work on own initiative and to review, monitor and evaluate performance against set targets. 
	Yes
	

	Strong communication skills both written and verbal as well as the ability to maintain accurate records, both written and computerised. 
	Yes
	

	Assertiveness and negotiation skills. Ability to handle difficult situations and set and maintain boundaries whilst developing and maintaining positive working relationships with young people and hosts.  
	Yes
	

	Possesses a valid, full and clean UK driving licence, and a vehicle which can be used for work purposes to travel between appointments.
	Yes
	

	Ability to plan and prioritise work in order to meet targets.
	Yes
	

	Ability to capture the vision for the organisation and help create and develop a quality service
	Yes
	

	Drive, enthusiasm, dynamism and a sense of humour.
	Yes
	

	Good IT skills such as Microsoft Word, Excel, email and entering information onto databases.
	
	Yes



These key responsibilities are not necessarily an exhaustive list of duties but are intended to reflect the range of duties the post-holder will perform
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Young People. Hard Times. Bright Futures.




