




Job Description: 

	JOB DESCRIPTION

	Job title:
	Specialist - Senior Compliance and Review Officer

	Service:
	Specialist Services - Housing

	Team:
	Specialist - Homelessness and Housing Options

	Location:
	Guildford Borough Council, Millmead House, GU2 4BB

	Reporting to:
	Homelessness Advice and Allocations Lead

	
	

	OUR SHARED ORGANISATIONAL VALUES 

	Collaboration
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	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.







	
Principal purpose of the role

	To be responsible for the statutory independent reviews function in relation to the Housing Act 1996 (as amended) Part VII homelessness decisions, ensuring that decisions are consistent with the council’s statutory responsibilities. 

	Main duties and accountabilities

	Main Duties
· To take responsibility for responding to reviews formally and constructing detailed responses to clients that are relevant to legislation and caselaw
Business Continuity 
· Play a pivotal role in business continuity and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
Health and Safety
· Comply with all Health and Safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required
· This role may involve long periods of screen use, sitting and focus
Data Protection  
· To work to agreed codes of conduct and confidentiality at all times.  To ensure individual rights to privacy and confidentiality are safeguarded and that personal information about individuals is handled sensitively whilst balancing the need to protect the interests of the wider community – to ensure for example information is shared with agencies in accordance with the agreed protocols and the Data Protection Act 1998 
Safeguarding 
· To comply with the Council’s statutory duty to safeguard and promote the welfare of children and young people and vulnerable adults 

	

Dimensions of the role

	· Record and acknowledge all requests for statutory reviews of homelessness decisions and respond to enquiries on any issues that are raised. Act as a lead officer in liaising with clients and facilitating a unbiased approach to S.202 reviews
· responsible for thorough investigations of all S.202 Review requests, acknowledging and responding to requests, utilising up to date case law and providing robust responses to homeless applicants providing solid, evidencebased easoning for the decisions made
· meet deadlines without prompts and works within the timescales set within legislation to ensure reviews are completed efficiently and avoiding legal challenges
· make recommendations for service improvement based on lessons learned
from review requests and decisions. A subject matter expert, delivers feedback, training, case law updates and advice to Homelessness and Housing Options service
· to have oversight of Member enquiries and complaints within the service, ensuring all complaints are responded to appropriately and within set timeframes
· to manage a large and complex caseload and maintain accurate and detailed casework records and to manage priorities to meet individual and service performance targets and in accordance with procedures about s.202 and s.204 requests
· work closely with the Homelessness Advice and Allocations Lead to gain and develop a robust interpretation of complex legislation and the statutory duties of the Council on relevant legislation and enactment of law and ensure
· to liaise closely with the Housing Solicitor / Barrister when appropriate, agree decisions, discuss matters of law and interpretations, request counsels’ advice, input into draft statements 
· provide an excellent customer care service which promotes a positive image of the service to all applicants, advocates and internal and external agency customers whether in person, by phone or any other method of communications to raise customer care concerns about the service which emerge because of reviews as directed
· keep knowledge up to date around Homeless legislation, engaging in personal development and training. Following case law updates and outcomes to inform practice
· oversee temporary accommodation statistics and  assist with H-CLIC data submissions
· participate as required in multi-disciplinary cross department and cross organisations groups i.e. MARAC / MAPPA
· asisst with monitoring, processing and responding to Duty To Refer (DTR) notifications 
· to be responsible for the collation of and required redactions of case files which are requested as part of Subject Access Requests and copy homeless file requests working with the Council’s Data protection Officer 
· to undertake any other duties appropriate to the grade, that may be required. These may be varied from time to time to meet the needs of the service

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	To facilitate and coordinate the delivery of the S.202 Review function for all requests for Review of Decisions or Suitability under parts VI and VII of the Housing Act 1996 as amended, by the Homeless Reduction Act 2017, and Homelessness Legislation 2002
responsible for assessing and responding to each request on merit by analysing the request alongside the contents of relevant case file and any supporting information submitted
to contribute to recruitment, selection and induction training when required
to provide training and recurring supervision to staff to deliver the statutory requirements of the Homelessness Reduction Act 2017 and ensure consistency and robus decision making
to allocate, instruct, direct and organise work streams
to complete case audits to ensure compliance with statutory requirements
to assist with complaint responses, Freedom Of Information and Subject Access Requests
to provide homelessness statistics to central government & to the Council

	Planning/Organising/Controlling

	· The postholder will be required to be a clear and concise communicator, with an ability to communicate with and influence Officers and Members at all levels.
· The postholder will be required to advise on matters that require complex advice with a variety of legal and governance issues. This will require an ability to organise their workload independently and to prioritise those matters of the highest importance and urgency.
· The postholder will be expected to be calm and focused, and to provide advice in a professional manner in all situations.


	Customers and Contacts

	INTERNAL: 
· Case services team 
· Specialist housing teams
· Housing management team
· Property management
· Disability team
· Housing repairs and maintenance
· Housing benefit and council tax
· Customer services
· Care and support team 
EXTERNAL: 
· Repairs and maintenancy contractors
· Housing applicants
· Housing associations 
· Supported housing providers
· Social services
· Children services 
· Mental health services
· Probation
· Police
· Charity, faith and voluntary organisations

	Service/Team Structure

	Salary grade: 7 
Permanent full time post with flexible hours and hybrid working arrangements
Working in a team of:
· x4 Specialist Homelessness and Housing Options officers
· x1 Specialist – Homelessness and Housing Options Private Rented Officer
· x1 Specialist – Accommodation Officer 
Provide advice and support to:
· Homelesness Advice and Alocations Lead
· Specialist – Homelessness and Housing Options Team Leader 
· Specialist – Housing Advice and Allocations Team Leader
· Case Services Team Leader – Housing Services 




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	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/C
	Educated to degree standard or equivalent
	A/C

	
	Relevant professional qualification(s) in housing
e.g. Obtained or working towards Level 3 (or above) Chartered Institute of Housing qualification or equivalent
	A/C
	
	

	
	Significant relevant
experience within statutory homeless service or homelessness legal services
	A/I
	
	

	Knowledge / Technical Skills

	Extensive knowledge of the Housing Act 1996 as amended and related legislation and caselaw
	A/I/E
	Experience of handling large volumes of complaints and co-ordinating or responses and monitoring timescales
	A/I

	
	Demonstrable knowledge of s.202 review procedures
	A/I/E
	Experience of responding to MP / councillor enquiries
	A/I

	
	Understanding and ability to apply the legal and procedural requirements in relation to homelessness and access to social housing
	A/I/E
	Experience of using  
MRI and Orchard, housing systems 

	A/I

	
	Experience of applying legislation from Part 6 and Part 7 of the Housing Act, and other relevant legislation, case law and best practice to homelessness or review cases
	A/I
	
	

	
	Experience of undertaking statutory homelessness decisions and Personal Housing Plans under the Housing Act 1996 as amended by Homelessness Reduction Act 2017
	A/I
	
	

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

	
	Demonstratable experience of conducting or challenging S.202 reviews
	A/I
	
	

	
	Experience of upholding negative decisions and delivering outcomes in a clear yet sensitive way
	A/I
	
	

	
	Numerate and able to produce statistical reports
	A/I
	
	

	Communication

	Ability to construct well written and robust letters in line with legislation and relevant case law and evidence a clear understanding of the S. 202 review process
	A/I/E
	Ability to communicate  
with people at all levels  
in an assertive and  
diplomatic manner 

	A/I

	
	Excellent written and verbal communication skills with ability to explain complex legislation so it is easily understood by diverse range of customers
	A/I/E
	
	

	
	Assertive and able to deal firmly but sympathetically with customers
	A/I
	
	

	
	Excellent communication,  
interviewing and customer care skills 
	A/I
	
	

	Customer Service

	Excellent interpersonal skills
	A/I
	
	

	
	De-escalation skills and emotional awareness
	A/I
	
	

	
	Commitment to customer excellence by dealing with customer feedback,
including complaints, and learning from feedback in the drive for continuous
improvement
	A/I
	
	

	
	Commitment to equal opportunities and to promote non-discrimniatory practices in all aspects of work undertaken 
	A/I
	
	

	Team Working
	Able to work and contribute as a member  
of a team
	A/I
	Ability to deliver statutory homelessness training and development sessions
	A/I

	
	Able to deal with conflicting perspectives
	A/I
	
	

	
	Able to demonstrate sound judgement
	A/I
	
	

	Managing self and others

	Well organised with effective time management skills and able to work to deadlines
	A/I
	
	

	
	Experiencing of prioritising competing demands in a pressurised environment, recognise service priorities
	A/I
	
	

	
	Ability to remain calm under difficult circumstances
	A/I
	
	

	
	Ability to use initiative  
and manage difficult  
situations
	A/I
	
	

	Can do approach / Achieving results

	Ability to identify systemic inefficiencies and propose improvements 
	A/I
	
	

	
	Experience of achieving performance targets and meeting departmental objectives
	A/I
	
	

	Additional Specific Requirements for this Post*
	Full UK driving licence. Essential car user allowance and parking space available
	A/I
	
	

	
	Willingness to represent the service or directorate at meeting out of normal office hours
	A/I
	
	

	
	For businesss continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet
	A/I
	
	

	
	This post is subject to a Basic Disclosure and Barring Service (DBS) check
	D
	
	

	
	To provide out of hours senior homelessness cover and all cover after 10.30pm.
	A/I
	
	

	
	To deputise as required for the Specialist Homelessnes and Housing Options Team Leader
	A/I
	
	



How assesed:
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment



Politically Sensitive post: Political Restrictions 
Please note that the Local Government Officers (Political Restrictions) Regulations 1990 apply to this post. In general terms these provisions mean that the postholder is prohibited from:
•	holding or standing for elected public office (except Town or Parish Councils);
•	holding office in a political party;
•	speaking or writing in public (including on social media) in a personal capacity in a way that might be regarded as favouring one or other political party;
•	canvassing at elections

Behavioural competencies:

	COMPETENCIES
(LEVEL 1 – 4)
	Communication:
	

	
	Customer Service:
	

	
	Team Working:
	

	
	Managing Self and Others:
	

	
	Can do approach/Results:
	


	Reviewed By:
	
	Date:
	

	Checked in:
	
	Date:
	

	Last Updated:
	
	Date:
	


	
For Official Use only

	Job title:
	
	Post no:
	

	Service:
	
	JE score:
	

	Team:
	
	Pay band:
	

	Location:
	
	Position type:
(if part time, working pattern)
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