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JOB DESCRIPTION 


	Job Details


	Job Title:
	Tenancy Support & Resettlement Coordinator

	Team/Department:
	Bedspace Trust


	Reports to:
	Team Manager
	Location:
	Liverpool/Manchester Office
Hybrid role

	Appointment period:
	Permanent
	Hours
	37.5



	Job Purpose

	To provide coordination, oversight and quality assurance across the Tenancy Support & Resettlement (TSR) service, ensuring that all service user support, tenancy activity and associated housing processes are delivered consistently, effectively and in line with Bedspace standards.
The role will act as a link between operational TSROs and housing/compliance functions, supporting performance, monitoring activity, and ensuring all actions are accurately recorded, compliant and outcome focused.




	Main Duties & Responsibilities

	1. Service Coordination & Oversight
· Provide operational coordination across the TSR service
· Monitor caseload activity to ensure:
1. Regular contact is maintained
2. Support is delivered in line with expectations
3. Support Team Managers to track performance, capacity, and outcomes
4. Identify gaps or risks in service delivery and escalate appropriately
 2. Quality Assurance & Performance Monitoring
· Audit case records and support plans to ensure:
1. Accuracy
2. Quality
3. Compliance with internal standards
· Monitor key performance areas:
1. Move-on timelines – booking in move on meetings
2. Engagement levels – non engagement warnings
3. Benefit progression – monitoring UC/HB payments and completing the arrears process
 3. Housing & Compliance Coordination
· Act as a bridge between TSRO and Housing teams
· Ensure TSRO-related housing/maintenance tasks are:
1. Logged correctly
2. Followed up
3. Completed within timescales
      Monitor:
· Property issues raised by TSROs
· Compliance concerns impacting service users

      Support coordination of:
· Property inspections feedback 
· Move-on readiness



 4. Financial & Benefits Oversight
· Monitor activity relating to:
1. Universal Credit claims
2. Housing Benefit / Council Tax Support
3. Identify delays or risks impacting income or tenancy sustainment
4. Liaise with Accounts and TSROs to reduce financial loss
Move-On & Transition Coordination
· Track service users progressing toward independence
· Support coordination of:
1. Move-on meetings
2. Preparing transition documentation
3. Bedspace Trust housing benefit applications

6. Multi-Agency & Internal Working
· Support effective partnership working with:
1. Leaving Care Teams
2. DWP / Jobcentres
3. Youth Hubs
· Work closely with:
1. TSROs
2. Housing Officers
3. Maintenance Team
4. Accounts Team

 7. Systems & Data Management
· Ensure all TSRO activity is accurately recorded on systems (e.g. Arthur/ReMaS)
· Produce reports for management on:
1. Risks
2. Service trends
8. Communication & Coordination
· Act as a central point for:
1. Service queries
2. Escalations
3. Cross-team coordination
4. Support effective communication between departments

 General Accountabilities
· Ensure all work is delivered in line with:
1. Bedspace policies and procedures
2. Safeguarding requirements
3. Quality standards

· Promote a culture of:
1. Accountability
2. Continuous improvement
3. Cross-team collaboration
4. Maintain confidentiality at all times

 Compliance Responsibilities
· Health & Safety
· Work within all organisational health and safety requirements
· Diversity & Inclusion
· Promote equality and inclusive practice across the service
· Safeguarding
· Support safeguarding awareness and ensure concerns are escalated appropriately




The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of the responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

	Person Specification

	Essential

Experience in:
· Tenancy support / resettlement / supported housing

Strong understanding of:
· Complex needs (mental health, trauma, substance misuse)
· Benefits systems (UC / DWP)
· Excellent organisational and coordination skills

Ability to:
· Monitor performance
· Analyse information
· Identify risks

Skills
· Strong communication and relationship-building
· Ability to influence and support staff performance
· Attention to detail and data accuracy
· Confident using IT systems and reporting tools

 Personal Qualities
· Proactive and solution-focused
· Resilient and adaptable
· Values-led and professional
· Able to work across teams and manage competing demands

Role Summary 

The TSR Coordinator is:
“The person who supports the TSROs and Team Manager to ensure the TSR service runs smoothly and effectively - overseeing quality, tracking performance, and linking support delivery with housing and compliance.”

Position in Structure (Important Insight for You)
This role would sit:
· Under TSR Team Manager
· Alongside TSROs
· Alongside Housing Coordinator and Maintenance Coordinator (not duplicating compliance)

Supporting the Team Manager with:
· Performance oversight
· Operational consistency







This table lists the essential and desirable requirements needed in order to perform the job effectively. Candidates will be shortlisted based on the extent to which they meet these requirements.

	
	Requirements
	Essential / Desirable

	Qualifications
	GCSE in Maths (or equivalent)
	D

	
	GCSE in English (or equivalent)
	D

	Knowledge
	Experience of working in a similar industry. (Tenancy support / resettlement / supported housing)
	E

	
	Previous experience in administration, compliance, or a regulated environment
	D

	
	Willingness to learn and develop
	E

	
	Excellent, communication skills and a methodical approach.
	E

	Competencies
	Ability to work to tight deadlines
	E

	
	Ability to manage and prioritise own workload
	E

	
	High attention to detail and ability to follow/check processes accurately
	E

	
	Ability to handle confidential information appropriately
	E





Essential/Desirable: 
E = Essential: Requirements without which the job could not be done. D = Desirable: Requirements that would enable the candidate to perform the job well.
How Assessed:
A = Application		I = Interview		OM = Other Means (e.g. presentation, test, etc.)
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