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	For HRU use only
	Ref: 3585


	Directorate
	Environment, Housing and Leisure

	Section/Location
	Housing Advice (Housing Options)

	Post Title
	Housing Options Officer (Homelessness)

	Permanent/Temp
	Permanent

	Grade
	Grade 6

	Responsible to
	Housing Options Team Leader

	Responsible for
	N/A

	Job Purpose

	To contribute to the prevention and alleviation of homelessness.

Assist and ensure that service users are appropriately assessed through a triage assessment in the prevention of homelessness, by ensuring appropriate housing advice and support is provided. 

To provide service users with assistance, to enable them to make choices about their realistic accommodation opportunities and support accommodation sustainment.



	Job Content

	The main duties of the post include:

· Assist in ensuring that service users are appropriately assessed in the prevention of homelessness by ensuring housing need is supported through a triage assessment.
· To carry out registrations, verification checks and assessments on housing applications, providing an effective support service for vulnerable customers and groups, to ensure there is fair access to the Housing Options Service and Tyne and Wear Homes Scheme.
· Responsible for the day-to-day organisation and provision of clerical and administrative support for the Housing Advice and Temporary Accommodation Team.
· Monitor bidding activity for priority homeless applicants.

· Ensure that comprehensive notes and records are maintained to assist with the analysis of key performance information and to ensure that accurate customer information is recorded in a timely manner.
· Contribute to the creation and maintenance of timely and accurate records of all customer contact and action on appropriate ICT systems.
· Developing and maintaining management information systems to provide detailed analysis and evaluation of data for homelessness and temporary accommodation.
· Record and monitor all homelessness reviews and complaints relating to the Housing  

Advice and Temporary Accommodation Service.

· Assisting Team Leaders in the co-ordination of team diaries. 

· Assist Team Leaders in the handling and reconciliation of incoming and out going finances.
· To ensure that the equipment, stationery and other office supplies are ordered in accordance with purchasing procedures.

· Assist with the effective responses to enquiries received from Elected Members, MPs, Council Officers and 3rd parties.
· The ability to take minutes at formal meetings.


	Performance standards

	· The need to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct.
· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information.
· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council.
· Assist to ensure the service delivers value for money and aims to achieve annual efficiency savings.
· Identify support needs and safeguarding issues to make relevant referrals when necessary



	Working conditions

	· Flexi time is available at the discretion of Management
· Willing to carry out a similar job role within the service, as required




Person Specification

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Excellent communication skills, with the ability to be able to establish and maintain effective contact with customers, colleagues, key partners and stakeholders
Knowledge of the Allocations and Homelessness statutory provisions and Codes of Guidance including Government Guidance on eligibility
Sound decision-making skills
Has applied knowledge and understanding of the range of policies and procedures relating to Allocations and Homelessness
Ability to listen actively

Effective time management skills
Letter writing skills with the ability to write customer friendly information
Systematic approach to problem solving 

Ability to monitor and prioritise workload to meet set deadlines

Ability to deliver high standard of service within performance targets

Good ICT skills 
	Experience of delivering a housing options service

	Interview

Application Form 



	Qualifications and Training
	Minimum of 4 GCSE’s (Grade C or above) or equivalent, including English and Maths 


	
	Application Form 

Certificates



	Experience
	Experience of working within a team environment and achieving personal targets

Experience of delivering a high quality customer service, understanding the needs of vulnerable and under-represented and hard to reach groups

Experience and understanding of equality issues and how they affect service delivery


	Experience of delivering a housing options service


	Interview

Application Form 



	Disposition
	Commitment to the role with a positive attitude
Understand the need for confidentiality and the importance of control of sensitive information 
Integrity

Demonstrates commitment to change

Performance driven
Flexible and self motivated

Delivers to deadlines

Commitment to delivering a value for money service

	
	Interview

Application Form 



	Special Requirements
	Ability to meet transport requirements / means of mobility support
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