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	Job Title:
	Housing Advice and Prevention Officer

	
	Service Area:
	Strategic Housing

	
	Team:
	Housing Needs

	
	Salary:
	Band 5-6 (SCP 18 to 27)



Job Description


Main Purpose of Job:

To provide a comprehensive housing options 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. To promote a customer centred approach and work with vulnerable customers, their advocates, family, and support networks to ensure that homelessness prevention is maximised and effective first point of contact housing advice is given.


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 Senior Housing Needs Officer to carry out the following duties in each of the following service areas: 

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. 
1. To assess and determine the Councils statutory homeless duty towards  people under Part 7 the Housing Act 1996 that present to the Council for assistance in line with the homeless legislation, case law, and statutory code of guidance.
2. To participate in the Council’s housing advice and assistance duty rota, telephone duty, home visits, and out of hours standby rota including responsibility for an assigned specialist area of expertise linked to a wide range of client groups/schemes.
3. To undertake active homelessness casework to prevent or relieve homelessness using your prerequisite expertise, knowledge, and skills to deploy a range of interventions including in-house private rented sector access schemes and applications to the register.
4. To manage a varied and complex caseload, supporting customers at application stage, through to the bidding and offer stage, keeping an accurate account of all relevant information to ensure decisions are reached within target and that they are correctly documented.
5. Interview and investigate homeless applicants and customers threatened with homelessness in the most appropriate way to determine their housing need and circumstances, being aware of current homelessness legislation.
6. To ensure robust, accurate and consistent casework, including but not limited to: 

Eligibility and Qualification for housing, support to care leavers, homelessness investigations and prevention advice, veterans and members of the Armed Forces, prisoner resettlement, MAPPA, MARAC, supported and Move On accommodation, domestic Abuse, violence, anti-social behaviour, threatening and coercive   behaviour, safeguarding, property condition and tenancy sustainment, income assessments and referrals to specialist income advisors and attending case conferences and other forums as required.
7. To ensure the casework is recorded in line with laid down procedure and statutory guidance.
8. To be responsible for the overall administration of the Housing Need Service including the monitoring and maximisation of income associated with the provision of emergency and temporary accommodation, and the Councils Private Rented Sector Access Schemes.
9. To assess against funding criteria when financial assistance is required and provide a recommendation for approval to the Team Leader in order to assists with Homelessness Prevention.
10. To work in partnership with Statutory and Voluntary Agencies on cases involving acute housing need.
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. To work as part of a team providing a front-line service to customers from the main reception.
12. On the request of the Team Leader(s) or Service Manager to give presentations on the housing advice and housing options service to other voluntary and statutory agencies. 
13. 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. 
14. To undertake the duties required for the Council’s Out of Hours Duty Service
15. To promote and adhere to the workplace values of our organisations.



Line Manager: Senior Housing Needs Officer


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 5
· Previous experience of using your inter-personal and negotiating skills to achieve positive outcomes.

· Experience of working in a similar role and relevant qualification in the sector.
Requirements for Salary Scale Band 6
· At least three years experience of working in a housing needs role plus qualifications stated below. 

· Can demonstrate working to the required level of responsibility.
	Requirements for Salary Scale Band 5
· Previous experience of working or supporting homelessness or vulnerable people. 

· Previous experience of multi-agency working.

	Skills and Abilities:

	Requirements for Salary Scale Band 5
· 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 6 

As above, plus:

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

· Working knowledge of homelessness and current housing legislation 
· Ability to support other members of the team.

· Ability to provide consistent advice and guidance to other team members.
	Requirements for Salary Scale Band 5
· 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 5
· 3 GCSE’s at Grade C or above, or equivalent. 

· Housing qualification.

Requirements for Salary Scale Band 6
· 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.

· Able to participate in standby service for evenings and weekends to deal with out of hours calls on a rota basis.
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