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Job Description: Specialist Housing Options Manager
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:
	Specialist Housing Options Manager (


	Service:
	Housing

	Team:
	Housing Options

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

	Reporting to:
	Housing Needs Manager

	Responsible for:
	2 x Specialist Housing Options Officer PT (equivalent to 1.2 FTE); 1 FT Floating Support Officer (although this rolecurrent undergoing Business Case review)


	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
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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 manage a  two Specialist Housing Options Officers (1.2 FTEs) conducting Housing Act 1996 Part VII assessments, casework to prevent/relieve homelessness for domestic abuse survivors and maintain or secure suitable accommodation.  This includes overseeing the quality of casework throughout each application including: statutory duty acceptance, discharge and the making of lawful robust (final) accommodation offers. 
· To take the lead in managing complex homelessness applications cases involving vulnerable adults and children so  homelessness and safeguarding duties are fulfilled. 
· Subject to the outcome of a Business Case review, manage one full time floating support officer overseeing the quality, level and amount of support provided. Preparing statistical returns and case studies on a quarterly basis.
· To act as the main point of contact for the wider team with Domestic Abuse accommodation and outreach services, the Police, Surrey County Council Children Services, DWP (UC team), Waverley Housing Beneit feam (Crisis & Resilience fund  and benefit applications)

· To proactively encourage partnership working and cross team/agency collaboration, and represent the Council/Housing Options at MARAC & CHaRMM meetings 
· To maintain detailed knowledge of homelessness legislation, caselaw and welfare benefits, deal with section 202 reviews as required. 

· To act as a source of expertise on homelessness legislaton and housing support and deputise for the Housing Options Manager, as required.

· 

	Main duties and accountabilities

	· Manage the delivery of a responsive fully integrated Specialist Housing Options Service that:
:
· Prevents/relieves homelessness, achieves performance targets and service standards and meets the Council’s corporate objectives and legal duties; 

· Fulfils corporate homelessness duties towards applicants who are homeless or threatened with homelessness and are fleeing/have fled domestic abuse in line with legislation, case law and best practice; 
· Is sufficiently flexible and to enable Specialist Housing Options Officers to cover Housing Options Officer roles when required;
· Complements and interacts with the wider Housing Options and Homechoice teams and avoids the use of Bed and Breakfat accommodation where possible;
· Empowers clients to sustain their tenancies, access social housing and  engage with statutory and voluntary services;
· promotes equality of opportunity, the Council’s corporate values and its strategic purposes and priorities.
· Maintain a detailed, current working knowledge of homelessness legislation and caselaw, updates relating to  landlord and tenant responsibilities, security of tenure,  family law, immigration and  welfare benefits as well as best practice in mental health and domestic abuse.
· Safeguarding lead for the Housing Options Service.
· Line manage up to 3 Specialist Housing Options Officers  via one to ones, approving leave, managing performance and motivation, identifying and meeting training needs and  wellbeing 
· Oversee Officer case load, ensuring correct and timely data entry and record keeping, full and consistent completion of HCLIC fields, issue of statutory letters, case processing and closure in line with procedures and statutory duties.  Provide guidance on actions/steps/duty/ safeguarding decisions.
· .Manage own caseload of homelessness applications, completing triage, assessment, personal housing plan, accepting and ending duties, and making final accommodation offers.

· Help prepare Councillor and MP enquiry responses relating to Housing Options Specialist team clients

· Manage Housing Options Support contract funded by Surrey County Council and report quarterly quantative and qualitative data 
· Attend stakeholder meetings including MARAC and CHaRMM, SAM (Surrey Adults Matter), Child in Need, Core Group meetings, Child Protection Conferences, Safeguarding meetings .  Ensure that any required actions on cases are completed.  
· Co-ordinate and participate in tenancy support visits to Housing Options clients placed in private rented or short term accommodation accommodation
· Monitor the recovery of outstanding Housing Options creditor debt to ensure effective recovery and the ongoing sustainability of the corporate deposit scheme. 
· Conduct Housing Act 1996 Part VII (S202)  reviews of S184 decisions on behalf of  the Housing Options/Needs Manager as needed.. 
· Deputise for the Housing Options Manager when the Senior Housing Options Officers are   unavailable.
· Undertake any other duties that are required as appropriate with the level of the role.
· 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 up to 3 staff and deputizing for Housing Options Manager

· Approximately 900 new housing options cases per year for the Housing Options team, of which approx. 25% will require detailed casework and involve accepting, and dischargingand ending a prevention/relief duty.
· Subject to a business case review, up to 30 open tenancy/housing support team cases at any one time & 2 post tenancy sign up visits per week
· 2-4 telephone Triage cases per week
· Conduct 2 complex Full Housing Assessments and draw up PHP review meetings per week
· 2  lone working visits a week
· Up to 5 officer casework/decision queries per day
· Attend MARAC once a month, CHaRMM Bi-monthly (if required)
· Attend 2-4 child protection/child in need meetings, a month



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

	· Reviewing quality and quantity of staff case work and providing direction on team priorities based on service demands 

· Providing advice and guidance on the assessment of domestic abuse cases  where a mixture of social, medical and financial factors combine to create complexity.

· Safeguarding lead and responsible for team’s safeguarding referrals
· 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.

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



	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 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. 

· Organise workload to balance Triage/FHA/PHP and support review meetings/visits, and note keeping, against homelessness advisory responsibilities described above. Organise deposit scheme follow up visit arrangements.



	Customers and Contacts

	Internal

· Housing Options Manager, Housing Needs Manager,  Joint Director of Housing, Joint Director,  Housing Options team, Homechoice team, Rents, Property Services, Tenancy and Estates, Senior Living, Housing, Benefit, Environmental Health, Private Sector Housing, Members, Corporate Management Team, HR and  PoD, Finance
External
· Domestic Abuse Outreach and Accommodation services, IDVAs, Housing Associations, Supported Housing Providers, Social Services, DWP, Police, GP’s, Health Visitors, Mental Health Services, Private Landlords & Lettings Agencies, Solicitors, , Citizens Advice Waverley,  Surrey Housing Needs 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 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


	· Educated to A Level standard (or NVQ equivalent)
· Experience as a Housing Options Officer,  preventing and relieving homelessness and recording outcomes on a specialist IT system (Jigsaw/Orchard/Civica)

· Management/team leader experience  

· Experience of giving practical tenancy support to prevent homelessness  in a holistic, multi agency manner


	AIC
A
AI

AI
	· CIH member 

· Experience of working in local government 
· Management qualification

· Housing related qualification (e.g. CIH or equivalent), or working/willing to work towards

	AC
AI
AC

AC

	Knowledge /Technical Skills


	· Exceellent understanding of the Domestic Abuse Act and its implications for homelessness applications

· Good understanding of homelessness legislation and caselaw,  and of the law relating to different tenures.
· Excellent IT and, customer care skills
· Excellent understanding of safeguarding   
· Good understanding of Good knowledge of state benefits and their interaction including DWP and LAS. 
	AIE
AI

AI
AIE

AIE
	· Experience of using, document scanning systems to view and organise documents


	AI


	Communication


	· Able to speak to people at all levels in an assertive but diplomatic manner, whilst maintaining a position; able to negotiate with and influence others, build constructive relationships be resilient and persist to achieve good outcomes.
· Excellent administrative skills; able to produce high quality and accurate legal accurate decision letters, emails and timely notes.
	AI
A
	Support others to contribute to discussions
Confident and effective presenter

Seeks to overcome barriers to communication


	A
I

AI

	Customer Service


	·  Understanding of and commitment to promoting equality and diversity in service delivery and employment..
· Understands the needs and challenges faced by domestic abuse survivors and other  homeless people and the challenge  of meeting housing need
· Accurate spoken English is required in the role
	AI
I

I
	Has instigated customer feedback and responded appropriately
	AI

	Team Working


	· Flexible and adaptable, inspires and supports and encourages colleagues learning and development 
· Work with others constructively whilst delivering own share of workload to  improve team performance.
· Aware of political context, and positively influences the way the team works together.
	AI
AI

A
	
	

	Managing self and others


	· Able to remain calm, focused and professional when under pressure and able to prioritise workload to meet multiple deadlines 

· Supports corporate initiatives, motivates others to succeed and anticipates and diffuses potential conflict.
· Skilled decision maker able to deal with sensitive and confidential information discretely.
	IA
A
AI
	
	

	Can do approach / Achieving results


	· Able to work proactively on own initiative having assessed associated risks.  
· Able to absorb and retain new information, policies and procedures and suggest ways to improve the service. 
· Challenges practice in order to improve outcomes and seeks, and response positively to,  feedback
	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.

· Full valid driving licence and use of car during working hours
· Appropriate business wear
	AI
	
	


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 who 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. 
Or 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
	For Official Use only

	Job title:
	Specialist Housing Options Manager
	Post no:
	 HC

	Service:
	Housing
	JE score:
	

	Team:
	Housing Options
	Pay band:
	  6

	Location:
	The Burys

Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	37 Hours/Five days per week 

	Competencies:

(level 1 – 4)
	Communication:
	 3
	

	
	Customer Service:
	 3
	

	
	Team Working:
	 3
	

	
	Managing Self and Others:
	 3
	

	
	Can do approach/Results
	 3
	


	Reviewed By:
	E Donaldson
	Date:
	030826

	Checked in:
	People & OD
	Date:
	

	Last Updated:
	030826
	Date:
	


Specialist Housing Options Manager PT





Floating Support Officer FT (currently subject to business case review)





Specialist Housing Options Officer PT (currently vacant)





Specialist Housing Options Officer PT
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