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Providing Shelter, Enabling Independence 

 

                       Information for Casual Workers   
 
Whilst providing a Casual Bank Service the worker will work under the direction and 
guidance of the Hostel Manager, in the first instance.  
   
An Enhanced DBS disclosure is required for any person providing Casual Bank Services, as 
any shifts covered on an ad-hoc basis will be directly working with vulnerable adults. 
 

 
Summary of Job 
 To provide cover on an ad hoc basis, in the absence of permanent staff at Branches 

Hostel.   

 To undertake a range of support, housing management and administration duties. 

 
Casual Worker - Bank 
 
Role Profile 
 
 
This role profile is indicative of the main areas of responsibility. The duties may differ depending on 
the individual bank worker assignment while on shift.   
 

Essential while on shift  
 Ensure that the confidentiality of all service users is respected and maintained at all times. 

 Ensure and maintain compliance with all ICT and operational systems, policies, procedures and 
guidelines at all times. 

 
 

1 Purpose 
 

Work closely with all Branches Hostel staff at all times to ensure the highest possible standards of 
support and housing management for service users and visitors to the Hostel. 

 

1.1 To be a temporary, ad hoc member of a team providing accommodation and support for 
vulnerable adults. 
1.2 To ensure a safe and secure environment within Branches Hostel while on shift. 
1.3 To ensure the smooth running of the Hostel, implementing the Branches Hostel’s rules,  
organisational policies and procedures, as required. 
1.4 To maintain good working relationships and high standards of customer care. 
1.5 To work with all residents, dealing with difficult or problematic situations in a sensitive and  
supportive manner; and record meetings and incidents appropriately. 
1.6 To ensure all quality assurance policies and procedures are adhered to. 
1.7 Work pro-actively, using initiative, when working a shift. 
1.8 Communicate and interact with service users in a positive and non-judgemental way. 
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2 Service Delivery - Reception  
To ensure that all service users and visitors are made to feel welcome; and Health and Safety 
requirements are adhered to: 
  
2.1 To answer telephone calls promptly and politely; deal with queries in a timely manner and pass 
on messages to relevant staff, as required 
2.2 To assist with general enquiries from service users and callers to Branches Hostel in a  
proactive and helpful way; and to forward queries that cannot be dealt with by a Casual Worker to 
permanent staff 
2.3 Communicate confidently with service users at all times, using tact, diplomacy and sensitivity;  
and deal with requests, queries or questions promptly and effectively.  
2.4 Record all information clearly, factually, and in a timely manner; and maintain accurate and up-
to-date records.  
2.5 Keep the reception area and ground floor office areas clean and tidy; ensure that Branches  
Hostel is clean and safe; and encourage residents to take responsibility for the cleaning of communal 
areas by following the communal cleaning rota.  
2.6 Promptly log any hazards identified.  
 
 

3 Administration 
To carry out administrative tasks as may be required to ensure the smooth running of the Hostel: 

 
3.1  To maintain written records to include the log book, diary, residents’ files and any  
monitoring information as appropriate. 
3.2 To ensure that any repairs and maintenance issues are reported and logged in order to  
ensure the safety and security of the building. 
3.3 Assist (photocopying materials, setting up meeting rooms etc.) hostel staff planning and 
delivering group sessions or meetings for service users.   
 

4 Finance 
Ensure compliance with Branches’ financial systems, policies and procedures at all times: 

 
4.1 To collect accommodation charges and service charges from residents, and maintain  
written records of payments. 
4.2 To take responsibility for petty cash whilst on shift, and hand over all cash plus related  
documents at the end of shift. 
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Casual Worker - Bank  

Person Specification 

 

 
The role specification sets out the criteria which are essential or desirable for a person providing 
Casual Work – Bank Services.  When you complete your application form please address all the 
points below. 
 
Experience 

 Experience in the area of homelessness or a comparable support service for vulnerable adults, as  
a service worker or as a volunteer; or through experience of using a homeless or comparable support 
service.  
 
Knowledge 

 Knowledge of the support needs of homeless people and how they might best be met. 

 Knowledge of support, statutory and voluntary resources available to homeless people. 

 

 
1.1 An excellent approach to working with service users in a support needs environment; and 

understands the importance of taking ownership and responsibility for dealing with and resolving 
enquiries 
 

1.2 Strong interpersonal and listening skills:  is approachable;  is confident in their spoken 
communications;  and is non-judgemental 

 
1.3 Good writing skills; able to write clearly and in plain English  
 
1.4  Ability to deal calmly with potentially challenging situations;  act calmly in emergencies; and can 

respond in a professional manner to stressful and challenging behaviour 
 
1.5 Previous experience of dealing with sensitive and /or confidential issues 
 
1.6 A willingness to help others 
 
1.7 Ability to demonstrate personal and professional integrity 
 
1.8 Ability to work effectively alone, using initiative, as well as within a team 
 
1.9 Accurate and methodical ways of working  

 
 

Branches Hostel will have no obligation to offer any work whatsoever and Casual Workers 
are under no obligation to accept work if it is offered.  
There is no requirement that Branches Hostel offers, or that a Casual Worker accepts, a fixed 
or reasonable amount of work within any period. 

 
 


