
 

 

 
 
 
 

 
 

                                          Job Description 
 

 
Job Title:   Supported Lodgings & Nightstop Service Co-ordinator 
 
Accountable to:   Operational Manager Supported Lodgings & Nightstop Service. 
 
Main Purpose:  
 
To be responsible for the development, management and the co-ordination of both Supported 
Lodgings & Nightstop Services in Conwy, North Wales.  
 
Role / Tasks: 
 
1. To develop and maintain the Local Solutions Supported Lodgings & Nightstop Service in 

response to existing and emerging needs. 
      2.  To attend team meetings, supervision and groups as necessary and to report back to the 

manager as required. 
      3. To monitor and evaluate different aspects of the projects, including producing reports, keeping 

up to date records, the supporting of both householders and accommodated young people. 
This will include the monitoring and evaluation of the Supported Lodging & Nightstop services. 

      4.  To ensure the continued development of appropriate procedures for the Supported Lodgings 
& Nightstop service. This also includes ensuring that all commissioning requirements & Local 
Solutions policies and procedures are implemented. 

      5. To work on a national level with other projects within Nightstop UK on good policy and   practice. 
      7. Co-ordinate the recruitment, assessment, training and ongoing support for householders. This 

includes open days, induction training, home visits. Also ensuring health, safety, gas & 
security checks take place and keeping accurate records of these. 

      8. To manage and support householders participating in the Supported Lodging & Nightstop 
Service. This will initially be householders but may include volunteer members as the scheme 
expands. This will include the training, support and supervision of householders as 
appropriate. 

9.   To be responsible for the Service’s assets, materials and correspondence. 
     10. To carry out other duties as may from time to time arise, develop or be assigned by the 

operational manager. 
      

Services to clients: 
 

1. To ensure that all young people, referred to the service are risk assessed, background 
checked and placed appropriately with an available householder. 

2. All accommodated and supported young people receive a sensitive service and satisfactory 
follow up. This will include encouraging them to access services and or take up the 
opportunity of mediation where appropriate. 

3. Liaise with other professionals both statutory and non-statutory in support of accommodated 
young people and to advocate on their behalf if required.  

4. To work collaboratively with other agencies in the continued development of the Supported 
Lodgings & Nightstop Service’s role within the wider provision for homeless young people in 
the borough of Conwy.   



 

 

5. A car driver with the use of car, business class insurance, M.O.T and full UK clean driving 
licence.   

6. Transportation of clients from statutory agencies to householder families within the borough 
of Conwy. 

7. To assess and support young people in the supported lodging service via the outcome star 
assessment tool, key working & review process to promote and enable the development of 
independent living skills. 

8. To provide information as required for the ongoing monitoring and evaluation of the service 
by the commissioning bodies and Welsh Assembly Parliament.   

 
Finance and administration: 

 
1. To assist in maintaining accurate financial records. 
2. To record all expenses paid to young people and householders providing accommodation 

and support. 
3. To liaise with the operational manager to prepare reports for commissioner and senior 

management team as necessary. 
4. To publicise the work of the project to the wider community. This will include producing 

publicity material and taking part in talks and presentations on the Local Solutions Nightstop 
& Supported Lodgings Services and on wider issues around youth homelessness. 

5. To maintain accurate and update records of all contact and work undertaken on behalf of or 
with young people and householders. 

6. Document and carry out effective risk assessments and risk management plans with young 
people to maintain inclusion and participation on the service. 

7. To carry out other administration duties as may from time to time arise, develop or be 
assigned by the Operational Manager. 

 
Terms and Conditions 

 
Hours: 20hrs for part time staff per week. The role includes some evenings and late 

working. 
 

Salary: £11,428 per annum for part time staff. 
 
Expenses: Mileage allowance for journey’s untaken as part of job role.  
 
Holidays:  23 days per year. This will increase to 25 after two years of service & 30 days 

after 5 years’ service to the organisation. 
 
Contract: This is a fixed term contract. All appointments are subject to a six-month 

probationary period and annual staff appraisals.  
 
Pension: Pension Scheme available.  

 

 


