
Job Description 
 
Post: Tenant Support Worker 
Responsible To: Giroscope Coordinator 
Purpose of the Post: Giroscope provides affordable housing to those in housing need. The role of 

the Tenant Support Worker is to ensure that the tenancies provided by 
Giroscope are allocated correctly and sustained.  You will work closely with 
our current small team of Support Workers to provide help and support for 
our existing tenants, prospective tenants and other people that approach 
the organisation with a housing need.  You will be expected to work across 
all aspects of a sustained tenancy. 

 

 
Main Functions: 

 Dealing with people – 55% 

 Dealing with policies and processes – 40% 

 Dealing with equipment and resources – 5% 

Key Duties: 

 To conduct housing interviews with potential tenants. 

 To assess the needs of the tenants prior to allocation to ensure that they are suitable 
as tenants and to ensure properties are allocated correctly. 

 To offer advice and guidance to people who we are unable to house.  

 To obtain references for potential tenants. 

 To sign up new tenancies, including explaining to the tenant what is expected of them, 
and providing them with information regarding their rights as a tenant. 

 To assist new tenants with anything required to set up their new home, such as 
housing benefit claims, help with changing their address, community support grant 
applications, signposting to support agencies and obtaining new furniture by way of 
grant applications.  

 To liaise with any relevant agencies as required on behalf of the tenant. 

 To report any safeguarding issues to social services or the police as required. 

 To deal with any anti-social behaviour issues. 

 To assist tenants with any complaints of anti-social behaviour. 

 To provide advice and guidance to tenants around keeping the property in a 
reasonable state of hygiene. 

 To inspect the properties to ensure that the tenant is managing well, and to report 
any repairs needed. 

 To refer to other agencies and services if the tenant requires any additional support.  

 To ensure that the tenant can use equipment safely. 

 To assist the tenant find alternative accommodation if required. 

 To monitor rent arrears and assist the tenant whenever possible to address these. This 
could be by way of an agreed payment plan, assisting with claims for welfare benefits 
& housing benefit, CV writing and assisting with finding new employment.  

 To help tenants keep safe, and provide extra security as required. 

 To keep up to date diary notes, risk management assessments and tenant plans. 

 To complete any other tasks required for the role.  

 To follow the organisations policies and procedures. 

 

 



Person Specification  
 

Person Specification  Essential Desirable 
A good knowledge of benefits including Local Housing 
Allowance/Universal Credit 

*  

A good understanding of the issues faced by people on low income *  
A good knowledge of the agencies available to provide support to 
vulnerable people 

*  

A good understanding of tenant and landlord issues  * 
Good communication skills *  
Experience of using Microsoft Office *  
Ability to represent the company, and develop relationships in a 
professional manner 

*  

Effective time management *  

Prioritise and manage workloads *  
Be able to prepare and deliver presentations  * 

Knowledge of Housing Related Support  * 

Commitment to Giroscope’s values and equal opportunities *  

Demonstrate and respond to the diverse requirements and needs of 
individuals 

*  

To encourage individuals to value diversity and challenge behaviour 
which undermines the ethos of equality. 

*  

 
 
 
Conditions of Service 
 
Salary: £18,000 - £20,000 

Contract Type & Length 
(probation period):   

This post is being offered on a permanent basis, following the successful 
completion of a 3 month probation period  

Location: Based at our Coltman Street Office in west Hull 
References: Appointment is subject to receipt of a minimum of two satisfactory 

references.  These should be from your current and previous employers.  
Family members cannot be used as referees. 

Criminal Records: An enhanced Disclosure and Barring Service (DBS) Check will be necessary 
for the successful applicant. 

Probationary Period: New staff appointed to this post will be subject to a 3 month probation 
period 

 
 
 
   
     
  
  
 
  
   


