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Job Description

	1. POST DETAILS

	Business Centre:
	Housing 

	Division:
	Housing Solutions 

	Post Number:
	E0040

	Working Hours:
	37

	Grade:
	SMA/SMB

	Work Base:
	Civic Offices / Agile Working 

	Prepared/Agreed by:
	Maggie Ward 

	Date:
	December 2021



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Head of Housing Services & Business Planning 

	Deputising Responsibility:
	Head of Housing Services & Business Planning

	Directly Supervises:
	Housing Solutions Manager (Homelessness)
Housing Solutions Manager (Allocations & Sustainment)
Private Sector Management Officer

	Indirectly Supervises:
	1 x Allocations Team Leader
3 x FTE Allocations Officers 
3 x FTE Sustainment Officers
1 x Assistant Housing Solutions Manager
7 x FTE Housing Solutions officers 
1 x Housing Navigator
1 x Private Rented Sector Officer 



	3. JOB PURPOSE (What is the job trying to do?)

	1. To ensure the transparent and fair allocation of social housing to meet the needs of the community and in line with the Corporate Plan and Housing Strategy.
1. To deliver a holistic Housing Solutions service to the local community and to prevent homelessness in all tenure types
1. To take a holistic approach to the provision of the service and to ensure that Runnymede is recognised as an inspirational and proactive Local Authority.
1. To ensure that the use of the private rented sector in the prevention and relief of homelessness is prioritised and optimised through new initiatives
1. To develop and manage an in-house lettings organisation to facilitate access to private sector tenancies 
1. To ensure that homeless residents will have greater access to the support that will enable them to sustain their accommodation option(s) 
1. To disseminate a greater understanding of homelessness across organisations in Runnymede 
1. To facilitate a better understanding of the barriers faced by homeless residents, and how to effectively support them in front-line services.
1. To ensure that the Council is fully compliant with homelessness legislation 
1. Development of a robust and proactive Homelessness & Rough Sleeper Strategy for Runnymede 
1. To minimise the use of emergency and temporary accommodation, seeking prevention alternatives for all households. 
1. To identify potential additional income streams to limit the cost of homelessness to the General Fund
1. Submit grant applications and where funding is allocated project manage capital or revenue schemes as required to meet the funding requirements.
1. Represent Runnymede and where required all Surrey Districts and Boroughs  where required at specialist forums including Surrey Strategic Management Board for MAPPA and Surrey Domestic Abuse Executive as required.




	4. OBJECTIVES (What is the purpose of the job?)

	1. To lead a multi-disciplinary team to ensure the Council complies with its statutory duties.
1. To ensure that the prevention of homelessness strategies are dynamic and result in increased tenancy sustainment. 
1. To ensure that officers within the Housing Solutions Team are adequately trained and supported to provide both a comprehensive front line service and the in depth investigations and decisions  required by legislation.
1. To work with partner agencies and organisations to optimise opportunities and ensure that the properties available within the borough at affordable and social rent are allocated according to housing need as prioritised by the council. 









	5. MAIN DUTIES OF THE POST

		1. To manage the Allocations process to ensure the service operates in accordance with the current Allocations Scheme and monitor the service regularly, reporting when necessary to senior management and Members on trends and profiles to project housing need.  Identify areas of concern and plan a course of action where necessary.

2. To manage the provision of the Housing Solutions Service to comply with the requirements of the Homelessness Reduction Act 2017 and other associated legislation and guidance

3. Manage the use of emergency (B&B) and temporary accommodation, reporting when necessary to senior management and Members on the costs of such provision and strategies for minimising this.

4. To ensure that the staff within Housing Solutions are managed within the Council’s Continuous Performance Management framework, monitoring staff performance and where necessary take informal and  formal action in line with Runnymede’s procedures.

5. To contribute to the production of the Housing Business Centre Plan, producing Team Plans for each operational unit to identify work streams and set targets annually.

6. To submit statutory returns as required by MHCLG and to prepare and monitor other performance indicators as set by senior management and/or Members

7. To maintain an up-to-date knowledge of legislation case law, Government guidance and professional good practice in relation to Allocations, Homelessness and Housing Advice services.

8. To liaise closely with the Business Development & Policy Manager and with RP’s regarding the selection, nomination and letting of new affordable housing for rent, shared ownership and other tenure.  To plan and develop local lettings plans where appropriate.

9. To work closely with the Housing Management Team to ensure a joined up approach to the allocation, maintenance and management of the Council’s stock.

10. To ensure that trained personnel and comprehensive processes are in place to enable the Council to carryout reviews of decisions as required by legislation in a timely and professional manner

11. To work in partnership with other professionals and agencies to ensure a holistic approach to the allocation of housing, in particular, for those applicants who are vulnerable and /or who may pose a threat to public safety. To work with other agencies to provide housing advice and options where accommodation is not readily available

12. To ensure the floating support service is widely used and promoted and to meet regularly with providers to monitor the services

13. To increase the provision of and access to specialised housing within the Borough

14. To identify the need for and put in place pathways for individuals with complex needs who require alternative provision, working where appropriate with  Surrey Every Adult Matters and Bridging the Gap programmes 

15. Maintain data on Supported Housing provision within the Borough, ensuring that nominations to vacancies are made in accordance with service level agreements and that Runnymede applicants are housed as a priority. Move-on to be proactively managed with providers to ensure the recycling of supported housing units where appropriate.

16. To provide training to Runnymede staff and other agencies to ensure up to date knowledge and best practice in the service areas

17. To draft relevant strategies and committee reports where necessary to improve and enhance the service of the Housing Solutions Team and to inform Members of changes required through legislation and best practice to the current service

18. To manage a team of Officers responsible for providing an out of hours emergency homeless service.
19. To manage the Council’s responsibility for Government approved resettlement programmes such as the Syrian and Afghanistan resettlement schemes, in accordance with direction from Members.
20. To work collaboratively with the finance department to ensure monthly and annual budgets are on target and minimise financial risk to the Authority.
21. To administer an annual prevention budget, with appropriate procedures and sign off in place to ensure fairness and transparency
22. To respond to Member and MP Enquiries and to manage stage one complaints in the team












	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.

















Person Specification

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
	
	

	Educated to degree level or equivalent working experience. 

Full clean Driving Licence.
	√

√
	

	
Professional qualification in Housing
	
√

	

	Desirable Qualifications
	
	

	
	
	

	Management Qualification 
	√


	

	Evidence of extensive continual professional development
	√
	

	
	
	

	Essential Working Experience
	
	

	
	
	

	Proven successful track record in Homelessness and Housing Advice for a Local Authority

Minimum of 3 years multidisciplinary line management responsibility. 

Experience of managing Allocation of Social Housing

	√

√

√
	√

√

    √

	A track record of developing & implementing delivering continuous improvement in service delivery, and improved outcomes.
	√
	√

	
	
	

	Desirable Working Experience
	
	

	
	
	

	Performance management  in a target driven environment 
Accomplished analytical & decision making skills 

Excellent verbal & written communication, including report writing

Experience of leading & managing effective service delivery
	√


√

√
	√


√

√

	
Knowledge of risk management methodology and techniques

Ability to translate national policy direction and strategic objectives into practical local plans and action.

Experience of partnership working both internally and externally, and of quickly establishing trust and credibility  
Proven ability to work effectively in a political environment and establish effective working relationships with members

	√


√


√


√
	√


√


√


√

	
	
	

	Essential Personal Qualities

	
	

	Performance and person focused. Motivation and enthusiasm. Understanding and appreciation of customer care. Team player Ability to work under pressure. Resilient in high pressure situations. 
	√

	√

	
	
	

	
	
	

	Other Requirements
	
	

	
	
	

	Full Driving Licence and access to a vehicle you can use for work (mileage allowance payable). 
	√
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