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Job Description: 
Community Support Officer
   
Introduction: 
Our vision at Middleport Matters is ‘A safe, welcoming and thriving neighbourhood’. We believe that everyone should have the chance to thrive. We want to support each person within our neighbourhood to reach their full potential, by bringing people together and improving the built and natural environment of Middleport.
Purpose: 
This role is integral to the overall mission of Middleport Matters because it offers essential support to individuals within the community and is a part of our strategy to ‘Empower our neighbourhood to release its potential’.  The role of the Community Support Officer will be to provide high-quality information, advice, and assistance to individuals and families facing social, financial, or personal challenges.
Working within a community-based setting, you will empower clients to understand their rights, access essential services, and navigate complex systems such as housing, benefits, and health and social care.
The ideal candidate will have strong communication and problem-solving skills, a deep understanding of social support networks, and a genuine commitment to promoting equality, inclusion, and positive change.
Primary Duties and Responsibilities
Responsibilities will include, but are not limited to: 
· Providing clear, accurate, and confidential advice to residents on a range of issues, including housing, welfare benefits, employment, debt, and local services.
· Supporting clients in completing forms, applications, and appeals (such as benefit claims and housing applications).
· Advocating on behalf of clients when liaising with statutory and voluntary organisations.
· Keeping detailed and accurate records of all interactions, ensuring information is handled confidentially and in line with data protection policies.
· Signposting or referring clients to other specialist agencies or support services when appropriate.
· Building and maintaining strong partnerships with local authorities, housing providers, charities, and community networks.
· Taking part in community engagement and awareness-raising activities to connect with local residents.
· Staying informed about changes in legislation, local policies, and best practices that affect the community.
· Participating in regular supervision, training, and team meetings to support learning and development.
· Carrying out other reasonable duties within your skills and capabilities to meet the needs of the organisation.


Experience
· At least two years’ experience working or volunteering in advice, advocacy, or community support roles (e.g., Citizens Advice, housing, or outreach).
· Good knowledge of welfare benefits, housing rights, and related social support systems.
· Strong written and verbal communication skills, with the ability to explain complex information clearly and compassionately.
· Good administrative and IT skills, including use of databases or case management systems.
· Understanding and commitment to equality, diversity, and inclusion.
· Good awareness of local services, resources, and community organisations.

Skills and Qualifications
Essential:
· Excellent communication and interpersonal skills.
· Strong organisational and administrative ability.
· Confident use of Microsoft Office and digital tools.
Desirable:
· Knowledge of GDPR and the Data Protection Act 2018.
· Awareness of local community issues and opportunities relevant to Middleport Matters’ mission.
· Administration-related training or relevant transferable qualifications.

Personal Attributes
Essential:
· Proactive and self-motivated, with a flexible approach to work.
· Empathetic, patient, and respectful towards others.
· Able to work independently with minimal supervision.
· Acts with honesty, professionalism, and integrity, even under pressure.
· Committed to confidentiality and safeguarding best practice.
· Strong relationship-building skills with both colleagues and the wider community.
Working Conditions
· The role will primarily be based at one of our community venues, though you may also work in other locations across Middleport as needed.
· The post involves a standard working week, with occasional evenings or weekends required for community events and representation.
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