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	Job Title:
	Choice Based Lettings Team Leader

	
	Service Area:
	Strategic Housing

	
	Team:
	Housing Needs

	
	Salary:
	Band 7



Job Description


Main Purpose of Job:

Work co-operatively and collaboratively within the Housing Needs Management Team, including participating in budget setting and monitoring, risk, and performance management

Act as the Council’s expert on all matters relating to Allocations and Voids. To ensure that the teamwork within policies and procedural guidance, legislation, and elements of the strategic housing service plan relevant to the role whilst exercising judgement in assessing individual housing applications, particularly in relation to medical and welfare issues.
Act as a Senior Officer within the Housing Needs Team and provide day to day line management to a number of staff within your own specialism and provide support to other areas of the service as required, including Housing Solutions (Homelessness), Temporary Accommodation, Private Sector and Strategic Housing. 

To be responsible for the, support, training, and supervision of Homechoice Team Members, including carrying out a range of duties relating to the maintenance of the Housing Register and the administration of Choice Based Lettings/Allocations Scheme for East Suffolk.

The delivery of the scheme involves working with key partners, landlords and members. The post holder must ensure that the scheme operates in a transparent, fair, and effective way
Ensure that Council and Registered Provider properties are let promptly and in accordance with the relevant policies and procedures.


Our Values

You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
Housing Register Applications and Allocations – Choice Based Lettings (CBL) Scheme 

General
1. Act as the Senior Officer and ‘Expert’ to Officers who are dealing with complex cases, ensuring appropriate, Legislation, Policy and Case Law are followed and used effectively


2. Maintain an up to date, detailed knowledge of the Law relating to Allocations and Voids Management

3. Act as an expert internally and externally on all matters relating to allocations, including MHCLG, Elected Members, Other Local Authorities, and statutory and non-statutory organisations

4. Work co-operatively and collaboratively with other Councils, Statutory and Voluntary agencies such as supported housing providers, social workers, probation officers and the Citizens Advice Bureau.  This will include the attendance at multi-agency meetings as required.

5. Ensure the efficient re-letting of Council and Registered Provider Properties in a timely manner, within the ambitious targets set, whilst always striving for continued improvement

6. Maintain and monitor statistical records relating to Allocations, provide data to central government as required and be the lead officer for other enquiries including Freedom of Information requests

7. To audit periodically to ensure compliance with laid down procedures, policy, and codes of guidance. Undertake monthly monitoring and provide statistics for the East Suffolk Website

8. Manage the work and performance of the team to ensure that applications for housing are dealt with in line with the Allocations Policy 

9. Act as the Lead Officer for the Councils at the ‘Gateway to Homechoice’ Operations Group, and work with the Strategic Lead  regarding contractual and tendering issues

10. Work co-operatively and collaboratively within the Housing Needs Team, including participating in budget setting and monitoring to ensure the service is cost effective and make suggestions for savings where appropriate
11. Work co-operatively and collaboratively within the Housing Needs Team to identify risks, find mitigations, and monitor them regularly
12. Assist in the development and implementation of an annual Service Plan to ensure continual performance and service improvements

13. Work in partnership with colleagues from other Councils to ensure that there is effective communication, joined-up services, and the most efficient use of resources

14. Collaborate and share knowledge and expertise with other teams and act as a lead officer for Housing Needs on cross-functional projects to ensure that corporate objectives are met and delivered

15. Carry out regular one to ones and appraisals with all direct reports, dealing with any staffing issues promptly and impartially and in accordance with East Suffolk Council’s policies

16. Develop ideas for service transformation, which may include the creation of detailed business cases and managing projects to bring them to fruition
17. To attend Council Meetings including Cabinet, Overview and Scrutiny and Full Council as required to support the Strategic Lead  and respond to questions relating to Allocations and Voids.
18. Organise events such as drop-in surgeries and promotion for new developments in conjunction with other agencies and partners
19. Develop effective team working by colleagues and ensure you lead, train, coach and motivate staff, and ensure that training and development needs are identified and met

20. Ensure all customer queries and complaints affecting the service are investigated and dealt with fairness, accuracy, and consistency and within agreed timescales, meeting with customers where required

21. To be committed to providing excellent standards of customer service and to support the Strategic Lead  in setting and monitoring appropriate service standards

22. Ensure that the team meet their responsibilities in terms of Health & Safety in the workplace

23. Proactively support any change management processes and initiatives to achieve service improvements

24. To ensure the effective management and allocation of Very Sheltered Housing

25. Act as an expert for the CBL Officers on the allocation of s106 local needs properties to ensure the properties are allocated to those meeting the specific criteria

26. Act as an expert and offer guidance regarding Local Lettings Plans. Working collaboratively with Registered Providers to ensure that they adhered to during allocation and regularly reviewed to ensure that they are fit for purpose. 

27. Work collaboratively with Enabling and Policy to ensure housing needs are identified across the East Suffolk District

28. Take the lead for East Suffolk Council on the review of Gateway wide policies and procedures relating to the Housing Register, including the development of new initiatives to meet associated targets

29. Ensure that appropriate reports are run from the CBL system to provide statistical data returns for Senior Leadership Team, Elected Members and Freedom of Information Requests

30. To deal with Review Requests for Banding Decisions made by the Choice Based Lettings Officers and refer these to Welfare Panel where necessary.
31. You will be an expert within your own specialism, but you will also be expected to develop an understanding of all areas of the Housing Needs Service, including Housing Options (Homelessness), Temporary Accommodation, Private Sector, Strategic Housing and Housing Policy.
32. To complete Medical Assessment


Line Manager: Strategic Lead 


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (April 2019) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience
	Requirements for Salary Scale Band 7
· Expert knowledge of Allocations Legislation and the ability to tailor it to individual cases
· Comprehensive knowledge of Welfare Benefits, including Universal Credits and Housing Costs
· Experience of managing an Allocations Team, including managing multiple complex cases, and being able to accurately prioritise situations and support officers to manage them efficiently 
· Experience of working collectively and collaboratively with partners, including other Councils, Statutory and Non-Statutory Organisations
· Experience of working independently with minimal supervision
· Proficient with computers, including Microsoft Excel, Word, PowerPoint, and Outlook


	· Experience of developing and implementing new initiatives, including identifying performance monitoring to evidence the effectiveness
· Experience of working with Councillors and presenting at Council Meetings



	Skills and Abilities:

	Requirements for Salary Scale Band 8
· Ability to identify complex, often multiple problems and find creative and innovative solutions
· Ability to manage a team, who deal with a challenging and sensitive workload
· Able to work co-operatively within a team and with people from other teams and services
· Able to work proactively and collaboratively in cross service project teams whilst acting as a specialist for your area of work
· Able to use transferrable skills and develop new skills to provide a flexible resource to support corporate projects and priorities
· Able to use skill and judgement to manage difficult situations and people who are upset or angry
· Ability to continually re-prioritise own workload to manage the demands of the role and enable you to deal with urgent situations


	Requirements for Salary Scale Band xxx
· Ability to communicate in a tactful and sympathetic way.

· Ability to explain complex legislation in a clear and precise way.

· Working knowledge of homelessness legislation and current housing legislation
· Ability to communicate complex legislation to different audiences in an appropriate manner both verbally and in writing


	Education and Training
	· Relevant Qualification at CIH Level 4 or above
· Advanced Training in Allocations Law and other associated areas relevant to this role
· Ability to work with key stakeholders, offer strategic guidance and advice to Development and Planning

· Able to identify housing needs across the district supported by report writing and community engagement.

· To be the lead at Operations group for the Choice Base Lettings scheme.
	

	Other Requirements
	· To promote and adhere to the workplace values of our organisations.
· Promote a positive communication across the organisation, encourage constructive relationships and develop staff feedback methods.

· A commitment to equality of opportunity. 

· A commitment to diversity.

· A commitment to corporate working.

· Have a current valid driving licence and use of a car.

· Considers and shows respect for the opinions, circumstances and feelings of colleagues and members of the public, no matter what their position, background, circumstances, status, appearance and whether they are one of the protected characteristics covered by the Equality Act 2010 (Age, Disability, Gender Reassignment, Marriage and Civil Partnership, Pregnancy and Maternity, Race, Religion or Belief, Sex or Sexual Orientation).
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