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Bexley Winter Shelter Guest Case Worker 

Job Description 

Job title:      Guest Case Worker 

Responsible to     The Trustees of Bexley Winter Shelter 

Internal working relationships:  The Trustees 

The Working Committee      

External working relationships:  Local Authority 

Referring agencies  

Supporting agencies  

Hours:       25 hrs per week 

Period:      December 2021 to March 2022 

Pay:       £15.00 per hour 

Job Purpose 

Guest Empowerment 

• To support, empower and lead guest journeys, starting with referral and finishing with 

move-on 

• To ensure guests are fully aware of the rules, boundaries and consequences of their 

actions 

• To give advice and signpost to other agencies when necessary 

• Develop holistic support plans that reflect the aims and needs of the individual guest 

Main Tasks 

Administrative 

• Lead the assessment and referral process of potential guests  

• Lead the case work for each guest  

• Record shelter and guest info using an appropriate system 

• Complete relevant paperwork as you journey alongside guests and volunteers 

• Make guided decisions around disciplinary measures required for guests 

• Keep relevant paperwork and files up to date and compliant with relevant legislation, e.g. 

GDPR. 

• Write end of month reports for Line Manager and/or Trustees 

• Follow Bexley Winter Shelter Policies and Procedures ensuring guest/ staff/ volunteers 

safety adhering to Government and Housing Justice Guidance on shelter safe operating 

principles and practices 
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• Liaise with other agencies, e.g. London Borough of Bexley, ThamesReach, Citizen’s Advice 

and also Private Sector Landlords 

Empowerment – Guests and Volunteers 

• Empower guests to reach their full potential and successfully move on from our shelter. 

• Empower guests into permanent accommodation 

• Empower guests into employment and/or training and/or recovery programmes as befits 

each guest 

• Meet and maintain shelter occupancy levels 

• Be a source of advocacy for all guests 

• Liaise between organisations to ensure that guests do not miss crucial appointments   

• Attend guest casework review meetings and staff supervision meetings as appropriate 

• To move on guests adhering to relevant processes and policies  

• To complete the relevant paperwork and deliver all levels of warnings and disciplinaries to 

guests when appropriate, whilst remaining accountable to line management and the 

Trustees 

• Train and support volunteers  

• Lead on communication between volunteers and Bexley Winter Shelter 

• Contribute to Bexley Winter Shelter newsletters and prayer updates 

Other 

• Maintain and strengthen current systems offering suggestions for improvement where 

required 

• Attend on-line meetings, training days and other events  

• Identify training opportunities for yourself 

• Assist with other work, events or situations as needed 

General role 

• This is a vocational position and as such you will need a flexible and professional approach 

• Occasional evening and weekend work may be required given the vulnerability of some of 

our guests 

• To work alone when unavoidable, in accordance with our lone working policy. 

GCW Person Specification 

A successful candidate will ideally possess and /or demonstrate: 

Essential 

• Experience working with vulnerable adults 

• Experience working with rough sleepers and those who are suffering homelessness 

• Knowledge and understanding of safeguarding issues 

• Experience of assessing and managing risk 

• To relate on a day-to-day basis with providers of accommodation and deal promptly with 

any issues which may arise 

• Ability to work under pressure and consistently deliver a high quality of service 

• Ability to listen actively, empathise and act accordingly without judgement or prejudice 

• To be well organised and able to adapt quickly to changing situations 

• Able to relate to the team but also work alone, take initiative and manage and prioritise a 

diverse workload 
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• Passionate about the mission and values of the Bexley Winter Shelter 

• Keen to network and build relationships both in secular and Christian contexts 

• Ability to communicate clearly e.g. over phone, email, in meetings 

• Proficient at Microsoft Office or G-suite 

• A relevant degree or a minimum of NVQ level 3 

• A driving licence or ready access to public transport 

• This post requires and Enhanced DBS check with barred lists 

 

Desirable 

• Experience of working for a night shelter 

• Experience and/or knowledge of working with other similar support and housing agencies 

• Experience and/or knowledge of supporting other guest groups with which you would be 

working e.g. refugees, ex-offenders, families, asylum seekers etc. 

• Ability to sustain and evaluate individually tailored support programmes 

• Effective communicator e.g. presenting well at a Church or benefit interview, being an 

advocate for guests 

• Flexible approach to working with a variety of individuals 

• Ability to sustain, develop and evaluate working practises and personal style 

• Confident approaching Church leaders with ability to motivate, inspire and build a team of 

volunteers 

• Ability to contribute to and partake in prayer/thanksgiving/worship events and 

demonstrate sympathy with the Christian faith.  

• Able to express a heart and vision for how the Church effectively serves those facing 

deprivation and low aspirations in ways which co-develop programmes to build 

community and total wellbeing. 

 

Application: Please apply by 24th October 2021 to admin@bexleywintershelter.org.uk for an 

Application Form.  We anticipate interviews to begin in the first week of November. 

 

About Bexley Winter Shelter: 

Started in 2016, Bexley Winter Shelter is a registered charity (number 1184243) and operates nightly in Bexley 

Borough from beginning of January to the end of March.  It is a project designed to help those experiencing 

homelessness within or who have strong connections to Bexley Borough.  A guest of Bexley Winter Shelter is 

provided a hot evening meal and breakfast, bathing and washing facilities (limited availability), and a 

comfortable bed all within a safe, warm, and secure environment.  We aim to provide a holistic approach to our 

guests through encouragement and support around their spiritual, physical and mental health and well-being, 

employment and benefit guidance, and move-on and sustainability support within their new home.  Bexley 

Winter Shelter aims to work alongside our guests, with an attitude of love and acceptance, all the while 

encouraging our guests to be empowered in their journey towards sustainable housing.  

We are supported by a number of local Churches, businesses, many local residents and the London Borough 

of Bexley.   

www.bexleywintershelter.org.uk 

mailto:admin@bexleywintershelter.org.uk
http://www.bexleywintershelter.org.uk/

