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	Job Title:
	Choice Base Lettings Officer

	
	Service Area:
	Strategic Housing

	
	Team:
	Housing Needs

	
	Salary:
	Band 4 - 5 (SCP 12 to 23)



Job Description

Main Purpose of Job:
To provide a comprehensive Choice Base Lettings service to customers with varying levels of housing need to enable suitable positive outcomes in line with Part VI (Housing Register and Allocations), Part VII (Housing Advice and Homelessness) and the Homelessness Reduction Act 2017. Officers will be expected to provide some initial housing advice and information at the first point of contact. However, Officers in the Choice Base Lettings team will focus on this specific area of need and service delivery. 

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:
To support the Choice Base Lettings Team Leader to carry out the following duties in each of the following service areas: 
Housing Register Applications and Allocations – Choice Based Lettings (CBL) Scheme 
1. To assess and verify all applications made under Part 6 of the Housing Act 1996 in line with the current Allocations Policy including requests for reviews of the Council’s decision on the applicants housing priority/status. 
2. To review and set all advertisements for properties available to applicants on the Housing Register from all participating Social Landlords
3. To undertake the shortlisting in order to allocate the advertised properties to applicants on the Housing Register in accordance with the current Allocations Policy
4. To carry out a range of tasks associated with the administration of the register to ensure that the information is up to date and reflects the type and level of housing need in both districts. 
5. To answer and respond to members of the public on queries relating to the housing register or CBL system – including taking applications over the phone or provision of advice to other partners.
6. To answer and respond to enquiries made by the MPs officer, members, and external partners under the supervision of a Team Leader.
7. On request of the Senior Officer or Service Manager attend and contribute to G2H convened meetings/training sessions/reports and community engagements. 
8. To carry out a range of duties associated with delivering choice-based lettings in line with the Service Level Agreement and laid down procedures. 
9. To participate in the cover of telephone duty rota, including responsibilities such as responding to client messages and answering any enquiries coming through each day.
10. To ensure casework for each application is recorded in line with laid down procedure and meets current Data Protection Legislation.
11. To work in partnership with Statutory and Voluntary Agencies on cases involving acute housing need.
12. To support the Choice Base Lettings Team Leader with assessing Direct Let Offers, Welfare Panel cases and move-on applications. 

General

1. To work within the policies and laid down procedures, statutory guidance, legislation, and elements of the Housing Needs Service Plan.
2. Each Officer to develop and maintain a specialism relating to client group or service area to become an expert in this field, whilst being the lead officer at all required meetings/events that fall within this remit. 
3. To attend meeting and working groups, including representing the authority on outside bodies directed.
4. To assist in the development of policy and procedures and innovative solutions in relation to housing issues and carry out specific project work at the request of the Service Manager.
5. Contribute to the Housing Needs Service Plan.
6. To be committed to providing excellent standards of Customer Service.
7. To attend any training sessions as may be deemed necessary. 
8. Respond to and provide written reports on request. 
9. To ensure compliance with the Data Protection Act and Freedom of Information Act.
10. To deliver an effective and appropriate service to all service users, fairly and without discrimination in line with the Councils Equalities Scheme.
11. On the request of the Choice Base Lettings Team Leader or Service Manager to give presentations on the housing advice and housing options service to other voluntary and statutory agencies. 
12. Keep accurate case notes on file and on database systems to enable statistical analysis of data. Follow all office procedures including processing invoices and handling sensitive information in accordance with data protection law. 
13. To promote and adhere to the workplace values of our organisations.

Line Manager: Choice Base Lettings Team Leader

Political Restriction: This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (July 2026) 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 4
· Previous experience of using your inter-personal and negotiating skills to achieve positive outcomes.

Requirements for Salary Scale Band 5
· At least three years experience of working in a housing related role plus qualifications stated below. 
· Can demonstrate working to the required level of responsibility.
	Requirements for Salary Scale Band 4
· Previous experience of working or supporting homelessness or vulnerable people. 
· Previous experience of multi-agency working.

	Skills and Abilities:

	Requirements for Salary Scale Band 4
· Ability to remain calm when challenged about decisions.
· Ability to work on own initiative with good organisational skills.
· Ability to write reports and keep accurate records.
· Have a flexible approach to work.

Requirements for Salary Scale Band 5 
As above, plus:
· Ability to explain complex policy in a clear and precise way.
· Ability to support other members of the team.
· Ability to provide consistent advice and guidance to other team members.
	Requirements for Salary Scale Band 4
· 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


	Education and Training
	Requirements for Salary Scale Band 4
· 3 GCSE’s at Grade C or above, or equivalent. 

Requirements for Salary Scale Band 5
· Hold a relevant housing qualification CIH Level 3 and proven track record of working at required level or equivalent.
	

	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.
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