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Job Description

	1. POST DETAILS

	Business Centre:
	Housing

	Division:
	Housing Solutions Team

	Working Hours:
	37 hours per week

	Grade:
	7/8

	Work Base:
	Civic Centre, Addlestone

	Prepared/Agreed by:
	Sarah Casey/Jane Robinson



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:

Deputising Responsibility:

Directly Supervises:

Indirectly Supervises:
	Housing Solutions Team Leader (Allocations) 

None

None

None

	
	



	3. JOB PURPOSE & OBJECTIVES

	To assess applications for the housing register in accordance with Part VI of the Housing Act 1996 (as amended) and the Housing Allocations Scheme.  This is a key role in ensuring best use of Council Stock and ensuring low void turnaround times.

· Officers will assess an applicant’s housing register application, change of circumstances, medical and annual renewals on a daily basis. They are to identify any support needs or threat of homelessness and notify the Housing Solutions Team in all cases as appropriate.
· Officers will contact relevant internal partners e.g. Housing Benefit, Council Tax, Environmental Health, Fraud to ensure applications are validated appropriately and that all information is recorded in the agreed format.
· Officers will carry out home visits, as well as visits to hospital or elsewhere as appropriate for a Housing Allocations Assessment.
· Officers will participate in a daily duty rota (Monday to Friday office hours) on the telephone/e-mail and drop-in centre in the Council offices on regular, arranged times.
· Officers will make decisions on housing register applications, to determine the status of the application and also cross reference with all housing advice approaches, as part of a wider housing solutions service.
· Officers will accompany applicants on viewings of offers of accommodation provided through the Housing Register. 
· Officers will liaise with the Business centre’s other departments on voids where appropriate as a shared remit with the Housing Solutions Team. 
· Officers will liaise with Registered Providers on nominations, ensuring sustainment checks are carried out in full beforehand and liaising with partners, where appropriate. 

Customer Care:
To ensure all government legislation and guidelines are adhered to. To ensure value for money and high standards of customer care are maintained.

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.




	4. MAIN DUTIES OF THE POST

	i. To provide a customer focussed housing allocations service to any applicants requesting to join the housing register.  This will be both in person, telephone, online or writing and will include:
· Operate a Housing Solutions telephone service on a rota basis.
· Assessing eligibility for assistance under Part VI of the Housing act for allocation purposes.  
· Determining whether an applicant is homeless or threatened with homelessness and refer to homelessness and advice team.
· Provide further advice to those applying for the housing register i.e. signposting to relevant agencies and advice services.
· Liaising with third parties, advocates and/or other agencies who may be acting with or on behalf of an applicant.


	ii. To work as part of the wider Housing Solutions Team to ensure the Council discharges its Statutory Duties legally under relevant legislation and to support with the move-on for those placed into temporary accommodation.


	iii. To be able and willing to provide operational cover, when required, on all service areas within Housing Solutions.  This will require you to have and maintain an up-to-date knowledge of the Housing Solutions available in the local area including within the private rented sector, full or shared home ownership, social and supported housing.


	iv. To acquire and maintain an up-to-date knowledge of relevant welfare benefits eligibility criteria, legislation and case law as well as local or national policies or initiatives.


	v. To recognise instances of fraudulent approaches for assistance and refer any matters as appropriate to the Council’s Fraud Team, keeping detailed case notes and referring any matters as appropriate to line management.


	vi. To maintain any leaflets or information offered to the public in paper or electronic format.  To regularly review the Council’s website to ensure it is up to date and accurate.


	vii. To allocate to council accommodation and nominate to housing association properties in accordance with the Council’s Housing Allocations Scheme, under the guidance of line management within agreed timescales to keep void times to a minimum, using the required systems, policies and procedures.


	viii. To carry out home visits in order to verify the circumstances and/or housing need of applicants according to agreed procedures and with the Housing Solutions Team.

ix. To assess housing register applications from members of staff or associates, in accordance with the Allocations Scheme, to ensure fairness and transparency at all times.


	x. To deal with correspondence from applicants and to assess and validate applications to join the Council’s Housing Register, including making decisions on eligibility, qualification and priority, recognising the triggers of Homelessness and handling cases accordingly.  All details must be sufficiently recorded on the appropriate data recording data base.


	xi. To assist applicants who are unable to register applications themselves. This may involve home visits to complete the online form using portable I.T. equipment, in accordance with the Council’s lone worker procedure.


	xii. To process applications for medical priority, seeking advice from the council’s independent medical advisor as appropriate.

	

	xiii. To liaise with internal sections of the council and partnership agencies. This could include attending meetings as necessary.

	

	xiv. To proactively deliver the Council’s Downsizing Scheme.

xv. To ensure that all private landlords are either referred to Magna Carta Lettings or are contacted. This is to offer support to the landlord to help find another tenant, in place of a previous tenant that has now been offered alternative housing through the Council. 

xvi. To support in the review, development and implementation of relevant policy, procedures and strategy.  This will include working towards achieving the objectives in the Homelessness Strategy and providing support to update the Housing Allocations Policy.

	

	xvii. To be aware of professional boundaries, safeguarding responsibilities and alert relevant officers of any issues or concerns through the proper channels and maintain timely and accurate case notes in all cases.


	xviii. To carry out such other duties as may be required by line management 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.



	General

The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service.







Person Specification

	Please indicate whether the criteria are assessed against the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Education & Training
	
	

	
	
	

	Good general level of Secondary Education including in Maths and English.
	
	

	
	
	

	Desirable Education & Training
	
	

	
	
	

	Housing Law Training.
	
	

	
Understanding of the Council’s Housing Allocations Scheme and requirements of lawful allocation.

Knowledge of all applicable benefits including housing benefit and universal credit.

	




	





	Essential Experience & Knowledge
	
	

	
	
	

	Experience of dealing with difficult situations and customers.

Experience of working in partnership with other agencies or providers.

Experience of using Microsoft Office, including proficiency in creating spread sheets and high-quality documents.

Understanding of safeguarding principles for both adults and children.
	











	











	
	
	

	Desirable Experience & Knowledge
	
	

	
	
	

	Knowledge of and experience in using housing software systems.
	
	

	
	
	

	Experience of working in a housing service within a local authority.

Knowledge of current legislation in relation to allocations (Part 6) and/or homelessness (Part 7) of the Housing Act 1996 as amended.

	




	


	
	
	



	Essential Personal Qualities/Personality
	Method of Assessment

	
	App Form
	Interview

	
	
	

	Polite.
	
	

	
	
	

	Confident and assertive.
	
	

	
	
	

	Ability to work flexibly as part of a team.

Organised.

Innovative and driven to achieve excellent customer service.
	




	





	
	
	

	Essential Skills

Strong ability to work flexibly as part of a team.

Ability to assess complex and sensitive information in an objective manner.

Ability to maintain confidentiality where necessary and share information.
where appropriate in line with protocols.

Ability to plan and prioritise workload.

Ability to keep clear and concise records.

Ability to communicate clearly in writing and verbally.

Ability to deal with customers in difficult situations.

Ability to effectively assess risk in relation to customer contact and lone working.

Ability to extract data from systems for analysis.

Commitment to continuous development in housing knowledge.

	
	

	
	
	























	
	





















	

	
	
	

	
	
	

	Special Requirements
	
	

	
	
	

	Required to have a current full driving licence, with a vehicle available and insured for business use.
	

	

	
	
	

	Required to undertake visits to people in their homes unaccompanied.
	
	

	
	
	

	Willing to work outside normal working hours (on occasion).
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