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Role Profile for     Housing Business and Finance Officer 
Role Title: Housing Business and Finance Officer 
Service: Housing Services
Location: Surrey Heath House, Knoll Road, Camberley, Surrey, GU15 3HD
Reporting To: Housing Business and Finance Manager 

Role Purpose
To carry out the administrative and finance functions of the Housing Service in relation to the Housing Register, the delivery of the Council’s Disabled Facilities Grant programme and private sector housing functions.

This includes processing Housing Register applications and providing advice to applicants, processing Disabled Facility Grants and other grant applications and advising applicants, and undertaking a range of processes in relation to the Team’s financial activities and responsibilities.  

Main Duties and Accountabilities
Knowledge and Expertise
· Take initial referrals and enquiries from clients or professional contacts regarding the Housing Register and Disabled Facilities Grants.
· Assess applications for residents requiring housing or grant assistance in accordance with the Council’s policies and procedures.

· Order works and services in accordance with the Council’s financial regulations and the requirements of grant funding.

· Ensure that invoices are certified and paid in accordance with the Council’s financial regulations.

· Support effective debt collection systems for the collection of charges from Housing customers.

· Work within systems to ensure effective budget management and reporting internally and to partner funding agencies.

· Work with information and databases to ensure accurate responses for performance monitoring, Government returns, Freedom of Information requests and other reporting requirements. 

· Ensure all data is collected and stored in accordance with data protection requirements.

· Participate in arranging meetings, coordinating agendas and taking minutes.

· Work co-operatively and enable other members of the team to work to the best of their ability.

· Demonstrate continually developing knowledge and skill for the benefit of the service.

· Contribute to the development of good practice generally.

Relations with People (Internal and External)
· Build effective relationships with residents, their families and carers to deliver a holistic, person focused service.

· Work collaboratively within the Team and the Council to contribute to meeting the needs of residents.   

· Work with the Customer Contact Centre to ensure the seamless handling of housing cases.

· Work with Surrey County Council Adult Social Care to encourage a seamless approach to meeting the needs of disabled, older and other vulnerable residents.

· Build effective relationships with contractors and suppliers.

Creativity and Innovation
Able to;
· Work flexibly and prioritise competing work streams.

· Have a client focussed response to residents accessing Housing services.

· Contribute to service development.

Financial Accountability
· Ensure works and services are ordered and paid for in accordance with the Council’s financial regulations, and required records are kept.
· Proactively work with customers owing money to ensure realistic repayment plans.

Impact upon the Organisation & the Community
· Impacts on the organisation through accurately using systems that support effective budget control, support funding bids, produce robust performance data and contribute to service development.

· Supports Case Officers to deliver housing solutions work across a number of technical disciplines to meet the needs of residents.

· Impacts upon the community through working with individual vulnerable households to deliver services that promote health and independence, and prevent homelessness through supporting resident focused access to the right support.

Management & Supervisory Responsibilities
· N/A

Initiative & Independent Action
· Able to manage competing priorities in a busy Team.

· Be self-motivating and be able to work effectively from home as well as in the office.

· Able to support residents to access the services they need in way that meets their needs and abilities.

· Awareness of Team priorities and willingness to offer support to colleagues to meet Team objectives.

General
· Be a competent user of ICT with the ability to manage sensitive data accurately and within Data Protection principles.

· Be committed Equalities and delivering an accessible and responsive service to all sections of our community.

Continuous Professional Development
· Be willing to participate in a programme of training and self-development as agreed with your manager.

Customers and Contacts
Important Internal Relationships
· Housing Solutions and Home Solutions Teams
· Finance
· Customer Contact Centre

Important External Relationships
· Surrey County Council
· Contractors and suppliers

Housing Business and Finance Officer - Person Specification
Qualifications and Training
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Good standard of secondary education with strong communication and numerical skills
	Essential
	A/I

	Accurate financial and data entry skills
	Essential
	A/I



Knowledge and Experience
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Customer facing experience, especially the in public or third sector
	Desirable
	A/I

	Understanding of confidentiality and data protection
	Essential
	A/I

	Understanding of housing, grants or social care
	Desirable 
	A/I



Skills and Relations with People
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ability to communicate with a wide variety of residents with different needs, often in distressed situations
	Essential
	A/I

	Ability to work with other professionals to support clients accessing the service and to communicate a consistent message 
	Essential
	A/I

	Ability to work with contractors to ensure effective ordering, monitoring and payment of works
	Essential
	A/I



Creativity and Innovation
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ability to work flexibly and manage competing priorities
	Essential
	I

	Desire to contribute to service development
	Essential
	I



Financial Accountability
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ability to read and input financial data
	Essential
	A/I

	Ability to order and receive works in accordance with the Council’s financial regulations
	Essential
	A/I

	Ability to work with clients owing money to help them repay debts
	Essential
	A/I



Impact upon the Organisation and the Community
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Deliver a service in the understanding that the work contributes to supporting vulnerable people and wider community
	Essential
	I

	Be able to work within the policies and procedures of the Council to deliver a cost effective service
	Essential
	I



Management and Supervisory Responsibilities
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	N/A
	
	



Initiative and Independent Action
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Able to manage competing priorities in a busy Team
	Essential
	I

	Be self-motivating and be able to work effectively from home as well as in the office 
	Essential
	I

	Able to support residents to access the services they need in way that meets their needs and abilities
	Essential
	I



Additional Requirements
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Commitment to customer service and service development 
	Essential
	A/I

	Resilient in dealing with vulnerable residents and difficult situations 
	Essential
	I

	A strong and supportive team member 
	Essential
	I

	Willing to participate in training and self-development  
	Essential
	I



DBS Requirements
· Enhanced Check 
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