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SPELTHORNE

MEANS BUSINESS



                                                                          
Information pack for the post of Private Sector Scheme Manager
Job reference number 835
Closing date: 1 September 2019
Interview date: Thursday 5 or Friday 6 September 2019
Guidance on completing the application form.  
Please ensure all sections of the application form are complete.
Before filling in your application form, please read the job description carefully. This outlines the duties to be performed, the person specification will outline the skills, abilities and qualifications required of the postholder. You will need to demonstrate that you meet the requirements of the job description, (or at least have the potential to do so), in order to be shortlisted for an interview.
Please note, when copying and pasting text into the online application form the formatting may change, so please check before submitting.
Disclosure and Barring Service (DBS)

Some posts may be subject to an enhanced DBS check. This will be stated in the advertisement, Job Description or Person Specification.  Further information about this check can be obtained from the following website: www.gov.uk/disclosure-barring-service-check
Politically Restricted Post 

Some posts may be politically restricted which means Under the Local Government and Housing Act 1989 some posts will be disqualified from being a Councillor, Member of Parliament or Member of the European Parliament. The regulations restrict you from undertaking:
Candidature for election

Holding office in a political party

Canvassing at elections

Speaking or writing publicly on matters of party political controversy.

Additional Clearance

Some posts may at any time be required to undertake additional clearance or checks.  

These may be required in order to comply with a request from a Government body or as a result of a statutory requirement and may include some form of criminal record check.

Referees

References must cover the last 3 years together with a reasonable account of any significant periods (6 months or more) of time spent abroad. 

Ensure that the names of referees that you supply relate to people who you know in a professional capacity. Ideally, at least one referee should be your current manager or college tutor. Previous managers or tutors can also be named, but where possible, you should avoid providing names of colleagues or friends as referees.

Your referees will be asked to supply information regarding your professional and technical ability, your character and personality, and your timekeeping and reliability. They will also be asked for information regarding your general health and absences on the grounds of sickness over the last two years.

Evidence of information provided in your application form

Successful candidates will be required to provide documentary evidence of the qualifications required to do the job. We reserve the right to verify any information given on the application form and failure to provide such evidence will result in the offer being withdrawn or in dismissal.

Equality and diversity

Spelthorne Borough Council is committed to equality of opportunity for all in relation to the services and functions it carries out and in the employment practices it follows. As a responsible employer, the Council will conduct its affairs in a manner which will not unlawfully and unjustifiably cause disadvantage to any employee or job applicant on the following grounds: age, disability, sex, gender reassignment, pregnancy and maternity, race, sexual orientation, religion or belief or marriage and civil partnership.
As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy.

Complaints about equality and race equality issues will be dealt with promptly and seriously. Please refer to our website for further information.
Eligibility to work in the UK

The Asylum and Immigration Act makes it a criminal offence for employers to recruit staff who are not entitled to work in the UK. Therefore any offer of employment will be subject to the provision of documentary evidence to demonstrate that the successful candidate is entitled to work in the UK.

What happens after I submit in my application?
The shortlisting panel will look at your application form after the closing date to see how well your skills, experience and knowledge meet the requirements of the job set out in the person specification.  Candidates who are shortlisted for interview will be advised of the arrangements.  
Telephone 01784 4464263 or e-mail recruitment@spelthorne.gov.uk with any queries.

You are also able to apply online using www.surreyjobs.info
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Private Sector Scheme Manager (Rent Deposit Scheme) (Job Share)
12 month fixed term post
£16,423 - £18,024.50 
Part time, 18 Hours per week plus essential car user allowance  

As a Private Sector Scheme Manager, you will co-manage the Spelthorne Rent Assure Scheme and Rent Deposit Scheme in order to assist our clients to find and maintain private sector tenancies. You will be required to build a good rapport with tenants, landlords, letting agents and support services. You will also be responsible for financial management of the schemes. 
You will be involved in inspecting properties, implementing tenancy placements and visiting tenants in their homes. You will need to be familiar with welfare benefits including housing benefit and the challenges of welfare reform. You should also be familiar with debt and money advice. You should have good communication skills and be able to work well under pressure and use your own initiative. 

If you would like more information on this role, please speak to Ken Emerson or David Birley.
For an informal chat about this post please contact David Birley on 01784 446364 or email d.birley@spelthorne.gov.uk
In return we can offer excellent conditions of service with a benefits package that includes flexible working hours, pension scheme, free car parking and at least 23 days’ paid leave per year. 
Closing date:  1 September 2019

Interview date: Thursday 5 or Friday 6 September 2019  

For full information and to apply online, go to www.surreyjobs.info or www.spelthorne.gov.uk. Alternatively, please contact Recruitment Services on 01784 444263 (24hr answer phone) quoting reference 835
Working towards equal opportunities

Strictly No Agencies

Spelthorne Borough Council

Job Description

	Date Prepared:
	4/4/2017

	Post Title:
	Private Sector Scheme Manager 

	Post Number:
	2740A
	Grade:
	M1

	Section Head:
	Joint Group Heads Community Wellbeing

	Report To:
	Housing Options Manager

	
	

	General Duties:
	Assist development and management of Spelthorne’s private sector access schemes. Marketing of scheme to landlords. Arrangement and sustainment of placements. Administration and financial management of the schemes. 

	Essential

Requirements:
	

	
	

	General Responsibilities:
	Equal Opportunities:

The Council is committed to achieving equality of opportunity and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.

Health and Safety:

The Council is committed to providing a healthy and safe working environment and expects all employees to implement and promote policies in all areas of their work including attending training as appropriate.


Particular Duties:

1. Co-ordinate and develop the Spelthorne Rent Assure and Rent Deposit Scheme to increase access to private rented accommodation for people in housing need. Ensure that there are effective administrative systems in place together with clear operating policies and procedures.
2. To exercise strict financial management of Spelthorne Rent Assure and Spelthorne Rent Deposit Scheme. To include:

· Ensuring that the schemes operate within set budget limits.
· Pursuing recovery action on deposit claims in conjunction with the finance team where monies are outstanding in breach of any agreements.
· Taking appropriate action to write off irrecoverable debts in accordance with the council’s policy and procedures.

3. Promotion and marketing of schemes to ensure sufficient supply of private rented properties, including the development of close links and joint working arrangements with private sector landlords and Estate Agents.
4. Introducing applicants to landlords with a view to securing accommodation by:
· Inspecting properties to assess property conditions and liaising with the Environmental Health team to ensure that properties meet the legal requirements of health and safety
· Carrying out market rent comparisons

· Negotiating rent levels 
· Interviewing prospective tenants and using your initiative to identify a suitable family for the Landlord
· Arranging and completing accompanied viewings

· Ensuring all mandatory safety certificates and documents are obtained for every tenancy
· Negotiating tenancy start dates

· Negotiating sensitive financial arrangements for deposits, guarantees and rent in advance

· Ensuring close liaison with the Housing Benefits to facilitate any possible entitlement has been properly assessed

· Arranging inventories at check in and check out of tenancies

5. Provide a broad range of advice and support to landlords and tenants including any tenancy management issues which may arise during their tenancy and afterwards.
6. Interview and assess suitability of households referred to schemes. Additionally to assist colleagues with the assessment of those applying to the housing register or for homelessness assistance. To include advice to applicants regarding when homelessness duties occur and how such duties may be discharged by the provision of a private sector tenancy.  

7. Visit households placed through the schemes for the purposes of property inspection, tenancy sustainment and exit inspection, including short notice visits.
8. To provide detailed advice and assistance to tenants and landlords about Housing Benefit eligibility. To ensure close liaison with the council’s housing benefit team to facilitate maximum entitlement to housing benefit and Discretionary Housing Payments for tenants.
9. To address any issues that may arise with tenant’s rent account including Housing Benefit claims, rent arrears or change in circumstances that may affect their rent.
10. To provide targeted assistance for private sector tenants with risk factors (re: e.g. financial, tenancy conduct or social welfare problems) as required, in order to sustain their tenancy, and to prevent homelessness.

11. Compile and present a variety of information and statistics, including writing reports for use by members and other groups, both in and outside the Council.
12.  Liaise with other agencies such as Children’s Services, Adult and Community Care, Community Mental Health Teams, Police to ensure appropriate advice and assistance is given to clients with housing or other social problems, including participation in care plan and safeguarding meetings where appropriate.
13.  Contribute to and carry out procedures to detect fraud.  This will include:

· Bringing to the attention of the relevant senior officer the outcome of visits where there is a suspected fraud.

· Liaising with other sections or departments, i.e. housing benefits, internal audit and legal.

· Working with other agencies and departments in the detection of fraud

14. Update scheme databases, relevant manuals and electronic information systems to fully record case details and outcomes.
15. Carry out such other duties as may be required by your Manager appropriate to your skills and to a level of responsibility not exceeding the grade on which you are appointed.  In accordance with the Equality Act any reasonable adjustments will be made to overcome any factor which puts a disabled employee or applicant at a disadvantage.

Additional information: Post will be based at Council Offices, Knowle Green 

	Spelthorne Borough Council

Person Specification



	Post:  Private Sector Scheme Manager 
	Post Number: 2740A

	Key Job Requirements
	Desirable/

Essential
	Testing Mechanism

	Skills
	
	
	

	i) Ability to deal with customers face to face in difficult/ emotional circumstances
	Essential
	Application/ Interview 

	ii) Ability to maintain accurate casework records
	Essential
	Application/ Interview

	iii) Good communication skills and the ability to write clearly in plain English and in a customer friendly format

iv) Good verbal and interviewing skills

v) Negotiation skills: the ability to negotiate with landlords and Estate Agents to ensure a good supply of high quality private rented properties  effectively 

vi) Budget monitoring: ability to monitor and manage the scheme budget spend and liabilities

vii) Ability to assess property conditions with regard to safety and risk (with training)

viii) The ability to use a range of IT and software including Word and Excel
	Essential

Essential

Essential

Essential

Essential

Essential 


	Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

Application/ Interview

	ix) Good level of numeracy. Evidence of the ability to carry out complex calculations

x) Ability to assess and analyse complex information from different sources


	Essential

Essential


	Application/ Interview/ Test

Application/ 

Interview/ Test

	2. Experience
	
	
	

	i) Working in a challenging front-line customer facing role 


	Essential
	Application/ Interview

	ii) Working in a homelessness, housing options or welfare benefits advisory role

iii) Of joint working with statutory and                              non-statutory agencies   


	Desirable

Desirable


	Application/ Interview

Application/ Interview

	3. Knowledge
	
	
	

	i) Of housing and homelessness legislation and landlord and tenant law


	Essential 
	Application/ Interview

	ii) Of key housing issues for those in housing need


	Essential


	Application/ Interview

	iii) Detailed knowledge of welfare benefits including housing benefit. 

 
	Essential 
	Application/ Interview

	iv) Of key principles of debt and money advice

v) Of safeguarding and child protection issues
	Essential

Desirable


	Application/ Interview

Application/ Interview



	4. Qualifications
	
	
	

	i) 5 GCSE or equivalent passes
	Desirable
	Application/ Interview

	5. Personal Qualities
	
	
	

	i) Non-judgemental and able to exercise empathy


	Essential
	Application/ Interview

	ii) Confidence in using initiative and making decisions


	Essential
	Application/ Interview

	iii) Ability to work effectively as a team member


	Essential
	Application/ Interview

	iv) Hold a current driving licence and have use of a car for business
	Essential
	Application/ Interview

	
	
	


