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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Housing Options Manager (Maternity Cover - Fixed Term Contract)


	Service:
	Housing


	Team:
	Housing Options


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Housing Needs Manager


	Responsible for:
	 2 Senior Housing Options Officers, 5 Housing Options Officers, 3 Housing Options Co-ordinators  and 1 Trainee Housing Options Officer (2 year fixed term contract)

	Our 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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Wellbeing


	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

[image: image2.png]



	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 oversee, manage and develop all aspects of the Council’s statutory functions in respect of the homelessness advice, prevention, relief and main duties, management of the housing register, the deposit scheme and temporary accommodation.

· To forge and develop the necessary strategic partnerships to ensure that the Council’s Housing Options Service is responsive to legislative changes and reflects best practice, whilst making recommendations as to future delivery of the service. 
· Primary responsibility for the correct assessment and verification of Housing Register applications received from  applicants who do not already live in social housing. 
· Act a deputy for the Housing Needs Manager
· In fulfilling these responsibilities the post holder has to exercise a high level of professional judgement, expertise and technical knowledge. This includes taking into account complex housing legislation, case law and Government guidance, social welfare and medical factors and the evidence supplied by other professionals such as Health professionals, the Police, solicitors, letting agents and Social Services.

	Main duties and accountabilities

	· Ensure the delivery of a housing options service that 
· prevents homelessness, achieves performance targets and customer service standards and meets the Council’s corporate objectives and legal duties; 

· fulfils its homelessness and housing advice duties towards applicants who or homeless or threatened with homelessness in line with legislation, case law and best practice. 
· promotes equality of opportunity, the Council’s corporate values and its strategic purposes and priorities
· Provide  statistics/reports on the work of the Housing Options Service for government returns and internal purposes and identify improvements and efficiencies
· Ensure the Council manages its temporary accommodation and its occupants effectively and in line with health and safety obligations of clients, providers and staff
· To forge and develop strong strategic partnerships (statutory and voluntary) to maximise joint/collaborative working and so ensure that the Housing Options Service is best placed to meet its statutory homelessness duties and reflects best practice in the sector
· The post holder has responsibility for amending, implementing and monitoring working practices and procedures that reflect changes to legislation, statutory guidance and caselaw.
· To identify gaps in advice and accommodation provision and develop suitable housing pathways and initiatives to meet current and future need. 

· Line manage 2 Senior Housing Options Officers, 5 Housing Options Officers, 3 Housing Options Co-ordinators  and 1 Trainee Housing Options Officer (2 year fixed term contract).  This includes conducting supervision and quality checks, case allocation, 121s and appraisals to motivate staff and be responsible for their training, development and welfare. Numbers of staff subject to change. 
· Keep abreast of all relevant legislation (housing, matrimonial, immigration, family and welfare benefits), analyse impacts and cascade to team/management as required and update practices and procedures accordingly.  
· Operate the Council’s deposit scheme in a way that meets local and corporate objectives.. Responsible for authorisation and issue of cash deposits, rent in advance, deposit bonds and spend to save payments, as well as ongoing review/renewal of existing clients and dealing with landlord claims, some of which may be contentious and prolonged.
· Responsibility for monitoring and ensuring effective recovery of outstanding deposit bond, cash deposit and rent in advance debts to ensure the ongoing sustainability of the deposit bond scheme. 
· Ensure accurate assessment and record keeping across all activities. 
· Take responsibility for ensuring the team’s IT needs are met with the support of internal partners, adapting/ developing software to anticipate and respond to external pressure/change.
· Manage review and appeal requests from housing applicants and their advocates, as well as freedom of Information requests relating to housing options.  Attend court hearings. 
· To give advice to Councillors, colleagues and external statutory and voluntary bodies on matters relating to the housing options team and respond to complaints about the service. 
· To undertake casework, especially in the more complex and/or politically sensitive cases, and dealing with challenging people and situations as required
· As a key post holder in the housing service, participate in initiatives to review and improve the Housing Options Service and recommend necessary improvements. 

· Support the Housing Needs Manager in ensuring the Allocation Scheme complies with relevant legislation and best practice. This includes recommending appropriate improvements or changes, both minor and major so the Allocation Scheme responds to the developing housing need in the Borough and balances the rights and responsibilities of housing applicants.
· Deputise for the Housing Needs Manager as required and ensure that the Options team deliver optimum value in carrying out their duties.  
· To have knowledge of and support the implementation of the Council’s Corporate Strategy and Housing and Homelessness strategies and  objectives.  
· Ensure that the Housing Options Service meets its obligations under Multi Agency Public Protection Arrangements (Ex offenders, schedule 1 offenders), Multi Agency Risk Assessment Conferences (victims of domestic abuse), National Witness Protection Mobility Arrangements and child and adult safeguarding arrangements. 
· Focal point for supported housing providers and ensure appropriate client referrals 
· Represent the team and participate in presentations on the team’s work and the wider Housing service to other teams and external agencies.

· Participate in the out of hours homelessness rota
· Ensure the Housing Options Service is promoted and that appropriate information is available and accessible to customers, agencies and landlords online, in writing and in person. 

· maintain and develop professional knowledge in order to meet targets. 

Business Continuity 

· Play a pivotal role in business continuity planning 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


	Dimensions of the role

	· Management of 10 staff and deputising for Housing Needs Manager
· Manage up 30 bed and breakfast placements
· Approximately 900  housing/homeless enquiries a year
· Verification and assessment of up to 1000 housing applications a year and any resulting review/appeal requests.
· Responsible for the sensitive assessment of complex cases taking into account the presenting needs, limited housing stock and priority of other housing applicants
· Manage/monitor expenditure on homelessness/options service budget £1.1 million and assist in budget preparation.
· Responsible for 200 Deposit bond applications/renewals annually


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

	· Developing strategic partnerships to enable the Council to best meet its statutory homelessness responsibilities and reflect best practice in the sector
· Making and authorising statutory homelessness decisions taking into account legislation, case law and best practice so that if challenged a robust legal defence can be made.

· S202 Review enquiries/decisions depending on prior case involvement

· Authorise and monitor deposit bonds, cash in advance and spend to save payments and settling claims and disputes

· Ensuring housing applications are correctly verified, assessed and prioritised in accordance with the Council’s Allocation Scheme and within the Council’s turnaround times
· Reviewing quality and quantity of staff case load and giving direction on team priorities based on service demands 

· Providing advice and guidance on the assessment of multiple need cases (mental health, drug/alcohol issues, learning disability, social exclusion), where a mixture of social, medical and financial factors combine to create complexity.

· Responsible for team’s safeguarding referrals

· Dealing with reviews, complaints and decisions relating to cancelling and suspension of applications

· Recommending improvements to the Allocation Scheme and Housing Options Service  

	Planning/Organising/Controlling

	.

· Managing service/ team members to ensure excellent customer service and performance and legislative compliance
· Co-ordinating the work  of the team with other housing teams and developing and training team members.
· Submit quality checked statistical returns.

· A clear and concise communicator  with ability to influence Officer and Members at all levels
· Emotionally intelligent, calm and focused and able to deal with people at all levels in an assertive, professional and diplomatic manner in all situations. 



	Customers and Contacts

	Internal

· Housing Need Manager,  Joint Assistant Director of Housing, Joint Director, Housing Options, Homechoice, Rents, Property Services, Tenancy and Estates, Senior Living, Housing, Benefit, Environmental Health, Private Sector Housing, Members, Corporate Management Team, PoD, Finance
External
· Housing Associations, Supported Housing Providers, Social Services, Occupational Therapists, Police, GP’s, Health Visitors, Mental Health Services, Private Landlords & Lettings Agencies, Solicitors, Legal, Environmental Health, Citizens Advice Bureau, Financial Institutions and Advisors, Surrey Homechoice/Allocations Managers and Housing Options Managers, Local MP Offices, Other Local Authorities


	Service/Team Structure
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PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience


	Degree or equivalent or considerable experience in a similar role.
Certified Level 3 or 4 qualification in Housing.

Certified practitioner Member of Chartered Institute of Housing 
	AC

AC

AC
	Level 4 or above Housing Qualification 

Chartered Member of Institute of Housing
	AC
AC

	
	Previous experience of leading a frontline housing options/ homelessness/ allocations/ Housing Register service
	AI
	Management qualification
	AC

	
	Experience of introducing new projects or different ways of working and helping staff through organisational change
	AI
	
	

	Knowledge /Technical Skills


	Excellent detailed knowledge and understanding of housing, homelessness, caselaw, allocations, matrimonial and property legislation and best practice
	AIE
	
	

	
	Excellent IT skills including Microsoft packages, other database systems and use of electronic document scanning systems
	AI
	Knowledge and experience of using Orchard, Civica and Abritas housing systems
	AI

	
	Excellent attention to detail and ability to apply legislation to complex cases balancing legal, safeguarding, social welfare, financial and medical factors etc.
	AIE
	
	A/I

	Communication


	Excellent motivation, negotiation and communication skills; able to speak to customers at all levels in an assertive but diplomatic manner
	AI
	 
	

	
	Excellent written and verbal communication skills and able to think strategically and see the wider context of housing within the community.
	AIE
	
	

	
	Attention to detail and ability to prepare,  assess and present statistical and service information
	AIE
	
	

	Customer Service


	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	
	Ability to apply knowledge and expertise in sensitive cases such as domestic abuse, learning disability, vulnerable adults/children, violent offenders, frail/elderly etc.

	AIE
	
	

	
	Commit to excellent customer care and quality service provision
	AI
	
	

	Team Working


	Ability to work on your own initiative and without direct supervision balanced with a commitment to work as part of a wider housing team
	
	
	

	
	Able to see the overlaps between different areas of housing and have genuine enthusiasm  to work  co-operatively and in partnership with other teams and external service providers 
	AI
	
	

	
	Adaptable, friendly approach


	I
	
	

	Managing self and others


	Self motivated and able  to inspire and develop team members to achieve excellent performance and customer service
	A,I
	
	

	
	Use initiative and work proactively to achieve results and manage conflicting priorities.
	A,I
	
	

	
	Ability to lead and motivate a team dealing with customers in stressful circumstances and able to adapt positively to change
	AI
	
	

	Can do approach / Achieving results


	A genuine enthusiasm to take the lead in developing the Council’s Housing Options Service and to forge positive partnerships with statutory and voluntary partners.

   
	AI
	
	

	
	Very competent in performance management, meeting targets and deadlines and excellent motivational skills and ability to deal with difficult/sensitive situations (Staff/Customer)


	AI
	
	

	
	Ability to adapt service priorities to reflect changes in legislation and corporate priorities, whilst maintaining team commitment through this process. 
	AI
	
	


	Special Requirements


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.

item
	A
	
	

	
	Full driving licence and car available for work purposes


	A
	
	

	
	Able to work outside of normal office hours when required
	A
	
	


How assessed
A =
Application CV/Personal Statement
C = 
Certificates/professional Registration

D =
DBS police check

E =
Exercise

I =
Interview

M =
Medical assessment

Disclosure and Barring Service

Due to the nature of the work, this post involves a check on an individual’s criminal background. The check is carried out through the Disclosure and Barring Service (DBS, previously CRB). Any offer of employment will be subject to receiving satisfactory clearance from the Disclosure and Barring Service.

or
Basic Disclosure Clearance- Government Requirement for Accessing Council and Government Data

To comply with the Public Sector Networks (PSN) “Code of Connection”, Waverley Borough Council, like other public organisations, need to undertake basic disclosure checks for unspent convictions only, in respect of those staff that will access our IT systems. As a result, a Police Act Disclosure form, together with Guidance Notes, will be sent to you if you are successful in the appointment of this post. 

	For Official Use only

	Job title:
	Housing Options Manager
	Post no:
	

	Service:
	Housing Strategy & Delivery
	JE score:
	

	Team:
	Homechoice
	Pay band:
	4

	Location:
	The Burys

Godalming, 
Surrey GU7 1HR
	Position type:

(if part time, working pattern)
	Full time

37 Hours/ Five day week


	Competencies:

(level 1 – 4)
	Communication:
	4
	

	
	Customer Service:
	4
	

	
	Team Working:
	4
	

	
	Managing Self and Others:
	4
	

	
	Can do approach/Results
	4
	


	Reviewed By:
	
	Date:
	

	Checked in:
	Employee Services this…?
	Date:
	

	Last Updated:
	March 26
	Date:
	


Housing Options Manager





5 Housing Options Officers (1 post void)








1 Trainee Housing Options Officer





3 Housing Options Coordinators





Senior Housing Options Officer 





Senior Housing Options officer 
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