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Systems Coordinator for the Young People’s Supported Accommodation  

 
YOUNG PEOPLE’S VOICE AT THE HEART OF THIS NEW SERVICE MODEL 

 
JOB DESCRIPTION 

 
 
 
Job Title:  Systems Coordinator for the Young People’s Supported   
                Accommodation  
 
Salary:   Full Time £24,313 (NJC point 18)  
Plus, other benefits which include a pension scheme and an ‘employment assistance programme’ 
supporting staff’s mental health and wellbeing offering practical support for problems at work and 
at home 
 
Department:  Young People’s Supported Accommodation 
 
Reports to:   Head of Young Person’s Supported Accommodation 
  
Hours of work: 37 per week 

 
 

Oxfordshire Youth and Response have a bold new vision for this service: to provide aspirational 

coaching support alongside high quality temporary housing where young people feel safe and are 

supported to develop healthy and positive bonds with their housemates. 

 
Job Purpose 
 
The Systems Coordinator will provide the vital support needed for effective coordination of the 

Young People’s Supported Accommodation Service. You will act as a key intermediary between 

the commissioner, Oxfordshire County Council, the Housing Lead Partner, Response, and 

Oxfordshire Youth, who will provide the support to young people. 

 

 

YOUNG PEOPLE’S VOICE AT THE HEART OF 
EVERYTHING WE DO 
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Key Responsibilities and Main Duties 

The Systems Coordinator will be responsible for the following areas: 

1. Referrals 

 Coordinate all referrals into the YPSA, liaising with OCC, Response and OY to ensure referral 

pathways are robust. 

 Coordinate all paperwork and processes to ensure that everything is in place before a young 

person moves into YPSA.  

2. Monitoring/Reporting 

 Collection, analysis and data input of statistical information, monitoring and financial 

information in relation to the supported housing projects, to ensure contractual targets are met.  

 Maintain paper records/files in relation to housing benefit/safeguarding and risk assessments. 

 Take responsibility for the collation, preparation and distribution of all specific housing and 

support policies. 

 Ensure that workforce and key partners are working to the same formats/policies – this may 

involve working with a large range of statutory and voluntary partners. 

 Responsible for writing regular reports as required by local authorities, Response (Lead Partner 

for Housing), commissioners and external funders, collating all necessary information from the 

Head of YPSA and the Director of YPSA. 

 Collating all necessary information required for quality marks, working collaboratively with the 

Impact Manager and Head of YPSA. 

 Liaise with YPSA senior management, Response, and other appropriate agencies and advise 

relevant bodies of relevant changes, legislation, funding issues etc. 

 Working closely with the YPSA Managers, to collate, produce and distribute statistical 

information for quarterly report from young people’s personal pathway plans. 

3. Funding/Financial Support 

 Be responsible for the collection and banking of monies from the housing projects. 

 Be an authorised signatory to cash cheques for petty cash. 

 Co-ordinate the monitoring of effective rent collection systems and arrears management for 

housing projects. 

 Ensure effective processing and monitoring of all financial procedures including petty cash, 

invoices and expenses related to the YPSA. 
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 Work alongside the finance board to ensure all information regarding financial transactions is 

held centrally. 

 Ensure that correct funding formats are used throughout the YPSA. Assist, when necessary, in 

the writing of funding bids/grants for less than £10,000 (e.g. researching facts for 

inclusion/needs analysis). 

 Occasional responsibility for identifying and securing financial resources and fundraising at a 

local level, as guided by the Head of YPSA and Director of YPSA. 

3. Buildings 

 Liaise directly with landlords and Response regarding any building issues, and report back to 

Head of YPSA when necessary. 

 Organise and keep log of repairs/incidents to feed back into Response Housing Sub-Group. 

 Maintain an overview of an inventory of all furniture and equipment within the houses and 

collate all necessary information from Progression Coaches (front line support workers). 

 Liaise with Response to ensure all maintenance tasks are completed to schedule with 

information about deadlines for work being completed being communicated with young people 

via their Progression Coach. 

4. Health and Safety  

 Responsibility for ensuring all YPSA workforce across Oxfordshire Youth and Response are up to 

date with all necessary Health and Safety training. 

 Ensuring accident book is monitored and any issues managed efficiently, with relevant personnel 

informed of actions required. 

 Coordinating 6 monthly fire drills and keeping records. 

 Ensuring the first aid resources required in each of the homes and travel first aid kits are up to 

date and available for frontline staff where appropriate. 

 Reporting all major incidents to Management/Directors/Chief Executive. 

 Coordinate periodic Health and Safety inspection with appropriate staff members as necessary. 

 

General 

The Systems Coordinator will include: 

 Telephone duties, including hospitality and providing appropriate information. 

 General administrative duties, including typing, data entry, collating and circulating 

information and photocopying, recording and distribution of mail, ordering stationery. 
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 Organising and booking YPSA meetings, attending, minuting and distributing minutes. 

 Attend local, district and area meetings as and when necessary. 

 Be accountable for own actions and personal and professional development alongside 

Line Manager. 

 Safeguard and promote the rights, safety and welfare of people using the service. 

 Follow and adhere to all company policies and procedures. 

 Attend all mandatory training required to complete and maintain the role, keeping up-

to-date with changes to relevant laws and legislation. 

 Comply with all Health and Safety measures to keep young people and staff safe, by 

conducting regular checks within all areas and departments as required. 

 Represent the company in a professional and appropriate manner at all times by 

considering punctuality, personal appearance and boundaries, including diversity and 

equality of opportunities. 

 Please note this list is not exhaustive and you will be required to complete tasks that 

ensure the needs of the service and the business are met at all times. 

This job description is subject to amendment following discussion with the post holder. 
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PERSON SPECIFICATION 

Systems Coordinator 

 

Requirements Essential Desirable Value 

Educational 
Attainment 

Similar experience in a 
managerial/coordinator role or 
qualification in project 
management  
 
 
 
 

Management 
qualification(s) 
 
Vocational qualification(s) 
in related fields including 
mental health, children’s  
and young people’s social 
care, youth and 
community development 

 

Knowledge An understanding of mental 
health issues affecting young 
people 
 
 
Overview of services provision 
for CYP 

An understanding of 
housing services for 
vulnerable young people 
and adults  
 

 

Experience Proven track record in 
managing/coordinating similar 
services of a minimum of 3 years  
 
Experience of coordinating 
teams and reporting to Senior 
Management Team  
 
Development, coordination and 
administration of finance 
systems and processes within an 
organisation  
 
Handling financial systems e.g. 
banking and petty cash 
 
A wide range of IT software 
including Microsoft Office  
 
Developing and implementing 
efficient administrative systems, 
both manual and digital 

Not for profit sector 
experience 
 
 
Ability to work with 
community organisations, 
children, young people, 
including responding to 
concerns and complaints 
 
 
Administration in relation 
to a housing project 
 
 
Coordinating 
safeguarding procedures 
for children and young 
people  
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Skills & 
Aptitudes  

Work well under pressure and 
prioritise effectively, working to 
tight deadlines and targets 
 
Strong planning and 
organisational skills 
 
Excellent people management 
skills 
 
Ability to work well as part of a 
team 

 
Be able to demonstrate an 
ability to work with colleagues 
from external agencies both 
voluntary and statutory 
 
Excellent verbal and written 
communication skills 
 
Ability to assess and manage risk 
 
Able to solve problems and 
think creatively 
 
Able to motivate and support 
staff on an ongoing basis and 
through periods of change 

Understanding of NHS 
structures and processes 
in relation to mental 
health (including 
commissioning) 
 
 
 

 
 

Personal 
Qualities  

Be accountable for the quality of 
your work and take 
responsibility for maintaining 
and improving your knowledge 
and skills 
 
A commitment to the social 
ethos of the charity and an 
ability to relate to young people 
 
Work to Response’s vision, 
mission and values 
 
Proficiency in Microsoft Office 
(Word, Excel, Outlook) 
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Circumstances 
e.g. driving 
licence,  
shift working 
etc. 

Full UK driving licence and car 
owner 
 
Flexible on working hours 

  

 

 


