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	Post number:
	EC100/240

	Service Unit:
	Housing Advice Services

	Job title:
	Accommodation Officer

	Band:
	4/5

	Responsible to:
	Homelessness Advice and Allocations Lead

	Responsible for:
	

	Date last reviewed:
	July 2022

	Job purpose
To help the Private Sector Officer to find accommodation to move people on or avoid the use of B&B. To avoid using nightly accommodation by sourcing accommodation prior to them becoming homeless and to assist those in B&B to be moved on more quickly. Work with the Homes 4U rent deposit scheme and other private sector housing initiatives to support of the implementation of the Council’s Strategy to prevent homelessness.  This will involve developing and promoting links with private sector housing Landlords/Lettings Agents and providers to increase access to private rented accommodation for those in housing need.  To ensure that clients are aware of their financial responsibilities taking into account any benefit entitlement and implications arising from welfare reforms, ensuring they can access support to manage any changes.  To engage with the Landlords and tenants to prevent notice being given.

	Main duties:
1.	To increase access to private rented and alternative accommodation for people in housing need, particularly those is B&B 
2.	To promote the Homes4U rent deposit scheme to landlords/lettings agents and prospective tenants. Develop close links and joint working arrangements with private sector landlords and lettings agents and other providers.
3. To provide advice to clients to enable them to secure and maintain private rented tenancies. This includes ensuring that they :
· understand their rights and responsibilities as tenants
· understand their financial obligations taking into account any benefit entitlement and requirement to repay any loans
· looking at ways to maximise their income and manage any changes in benefit entitlement. 
· access any relevant support by signposting them to the other organisations such as the DWP, Riverside Floating Support, voluntary agencies and charities 
· work with various agencies to ensure their tenancies are maintained and rents paid.
4.	Introducing applicants to landlords with a view to securing accommodation by:
· arranging and completing accompanied viewings
· negotiating rent levels with landlords/lettings agents
· negotiating tenancy start dates
· providing new tenancy documents with direct let landlords
· negotiating sensitive financial arrangements for deposits, guarantees and rent in advance
· ensuring close liaison with Universal Credit/Housing Benefits so that any entitlement has been assessed
· liaising with the Private Sector Housing team to ensure properties meet the legal requirements for health and safety
· arranging inventories at check in and check out of tenancies
· ensuring gas safety certificates are obtained for every letting
· ensuring that there is a current energy performance certificate
· ensuring that an electrical safety certificate has been done
· ensuring clients have the right to rent.

5.	To provide a broad range of advice and support to landlords/letting agents including any tenancy management issues which may arise during a tenancy and afterwards.
6.	To supervise and support the private sector assistant and two tenancy sustainment officers in their day to day work, referring casework and working jointly to meet the needs clients whose tenancies may be at risk. 
7.	To assist colleagues with the assessment of those applying for accommodation under the Housing Act 1996, as amended, providing appropriate advice and assistance to homeless households in the discharge of the Council’s duties.

8.	Contributing to and carrying out procedures to detect fraud.  This will include:
· bringing to the attention of the relevant Senior Officer 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
· carrying out interviews under caution and record as required
· giving evidence in Court proceedings if required.
9.	To update Homes4U systems, procedures, relevant manuals and electronic information systems as required and ensure the systems meet the services requirements on an ongoing basis
10.	To deal with all relevant correspondence and enquiries, keeping clear and accurate written records of interviews and visits etc
11.	To compile and present a variety of information and statistics, including writing reports for use both in and outside the Council.
12.	To promote and participate in multi-agency initiatives to prevent homelessness in the area.
13.    To ensure that clients right to privacy and confidentiality are safeguarded and that personal    information is handled sensitively and only disclosed according to GDPR.
14. To comply with the Council’s statutory duty to safeguard and promote the welfare of children and vulnerable adults. 
15. Undertake such other duties as may reasonably be required by the management.

	 

	




Person specification
	This section describes the knowledge, experience and competence required by the post-holder that is necessary for an acceptable standard of performance in carrying out this role.

	
	Assessment method
(A, I, T or P)*
	Essential/
desirable


	Qualifications
	
	

	Good standard of general education including 5 passes at GCSE grades A*-C/GCE O level including English and Maths and 2 A levels or equivalent.
	A
	E

	Educated to degree standard or equivalent
	A
	D

	Relevant professional qualification(s) in housing property management or lettings (e.g. RICS, Chartered Institute of Housing, ARLA – (Property mark))
	A
	D

	Knowledge and experience
	
	

	Proven and well experienced in housing related service in statutory, voluntary or private sector.  
	A,I
	E

	Proven and well experienced in private sector property management and lettings.
	A,I
	D

	Proven and well experienced of financial management and record keeping eg rent and loan accounting, monitoring budgets, dealing with bad debts etc.
	A,I
	E

	Proven and well experienced in producing reports/statistics and presenting complex information to others.
	A,I
	E

	Demonstrable understanding of relevant legislation re private sector housing in connection with eg
· Security of tenure
· Prevention from eviction
· Protection of rent deposits
· Housing Standards and Health and Safety requirements
· Houses in multiple occupation
· Possession procedures
· Immigration – right to rent entitlement

Together with other legislation that needs to be taken in to account including
· Homelessness 
· Anti-Social Behaviour
· Equalities
· Data Protection 
· Human rights etc
	A,I
	E

	Knowledge of Benefits including Housing Benefits, Universal Credit and Welfare Reform (including the benefit cap)
	A,I
	E

	Skills
	
	

	ICT skills. Familiarity with Microsoft Office software, for example Outlook, Word, Excel
	A,I
	E

	Well organised with effective time management skills and able to work to deadlines.
	A,I
	E

	Good verbal skills.
	A,I
	E

	Good written communication skills.
	A,I
	E

	Numerate and able to produce statistical reports.
	A,I
	E

	Assertive and able to deal firmly but sympathetically with customers.
	A,I
	E

	Able to deal with conflicting perspectives.
	A,I
	E

	Able to demonstrate sound judgment.
	A,I
	E

	Presentation and marketing skills.
	A,I
	E

	Special requirements (e.g. working hours, driving licence etc)
	
	

	Flexible; ability to work outside normal office hours, 
	I
	E

	Ability to travel to locations which are difficult to access by public transport to visit customers in their homes.  If you intend to fulfil this by driving you will need a driving license valid to drive in the UK.
	A
	E

	Access to own transport during working hours in order to travel to clients’ homes which are not accessible by public transport.
	A
	E

	Basic disclosure check Scotland as there is access to sensitive information. 
	On recruitment
	E

	Behavioural competencies 
This section details the level of competency required to carry out this role (please see below for an overview of the framework and refer to the full Organisational Culture Framework  for clarification where needed).
	Level

	Embraces change
	2

	Innovation and creative thinking
	2

	Effective communication
	2

	Customer focus
	2

	Problem solving and decision making
	2

	Focus on efficiency
	2

	Performance and learning
	1

	Team working
	2

	Builds relationships
	2

	Commitment to the organisation
	2

	Please note that the criteria specified on this form will be used as guidance when short-listing all applications and again at interview.  Please ensure you provide evidence within your application giving examples, where appropriate, as to how you meet the specified requirement for the job.

*Assessment criteria  A = Application form; I = Interview; T = Skills based test; P = Presentation









	

Mission
	A forward looking, efficiently run Council, working in partnership with others and 
providing first class services that give the community value for money

	Cluster
	Transformation
Forward looking.  The focus on our ability to respond to ever changing needs of our customers and bring about new ideas to ensure value for money.
	Delivering excellence
Efficiently run.  The focus on the values and behaviours (in addition to internal systems) that ensures efficiency and effectiveness at every level across the Council.
	Our people
To ensure that individuals at all levels of the organisation are supported, committed and engaged in the pursuit of our mission and work in a collaborative manner to fulfil our objectives.

	Values
	Challenge ourselves 
We strive to improve what we do by seeking out new ways of working, encouraging innovation and enabling change.
	Customer care
 We put the customer at the heart of what we do by engaging in clear, honest, and meaningful communications to deliver professional services shaped around their needs.
	Quality focus
With customer insight, we provide high-quality services and find ways to improve.  We aim to get things right first time, drive out waste and exceed expectations whenever possible.
	Organisational learning
We strive to create a work environment where everyone is valued, trusted, and supported.  We encourage and facilitate growth and learning at individual, team, and organisational levels.
	One Council
We work together collaboratively, recognising that we are one organisation, working to achieve a common mission.


	Behavioural competencies
	Embraces change
Has a positive attitude to change, adapts to meet new challenges,  and introduces changes to improve organisational performance.
	Innovation and creative thinking
Proactively generates and develops innovative ideas, opportunities or improvements in order to meet organisational objectives more efficiently and effectively.
	Customer focus
Puts the customer first, builds effective relationships and seeks feedback to address their needs.
	Problem solving and decision making
Understands and analyses issues in order to identify the most appropriate solutions.  Makes effective decisions based on thorough analysis and the needs of the organisation.
	Performance and learning
Demonstrates personal commitment to meet agreed performance standards and objectives.  Learns from experience and takes responsibility for identifying and addressing personal development needs.
	Team working
Proactively cooperates and interacts with colleagues, internal and external partners across the Council.  Encourages others to develop a collaborative approach to share information, knowledge, and ideas.  

	
	Effective communication
Communicates effectively.  Uses communication methods and standards, together with well-reasoned arguments to convince and persuade where necessary.
	Focus on efficiency
Meets or exceeds the Council’s standards by monitoring the quality of own work, team or service delivery.  Continually looks for areas of improvement to ensure efficiency, effectiveness, and value for money.
	Builds relationships
Presents a professional image; uses interpersonal skills to form positive and productive working relationships within and beyond the organisation.
	Commitment to the organisation
Consistently supports and demonstrates an understanding of and commitment to the Council’s vision and values.  Acts with integrity and accountability.  
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