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	Directorate
	 Environment, Housing and Leisure

	Section/Location
	Housing Services 

	Post Title
	Apprentice - Housing Apprentice Level 3 Housing / Property Management

	Permanent/Temp
	Fixed term 24 months 

	Grade
	Apprentice 

	Responsible to
	Housing Options Team Leader - Empty Homes / Temporary Accommodation / Homefinder 

	Responsible for
	

	Job Purpose

	As an apprentice in the Housing options team you will be required to develop skills, knowledge and experience via on the job training and formal training sessions to gain knowledge and understanding to provide an efficient and effective Housing options service. 
The apprentice will work in the Housing options team and will be either based at the Council Offices, Quadrant, Silverlink North or Killingworth Property Services Depot.

The Housing Options team is broken down into four key areas:
Housing Options Homefinder – assisting applicants to register for rehousing in North Tyneside and discuss the housing options available to them
Empty Homes – the team are responsible for advertising and shortlisting available homes, they make offers of accommodation, conduct affordability assessments, view and sign up new tenants for void homes

Temporary Accommodation - the team are responsible for day to day management of dispersed temporary accommodation and providing support to customers through the homeless service in to permanent accommodation. 
Housing Advice - Responsible for assessing homelessness applications and providing and advice and guidance on a range of housing options. 
We are a very busy team and our work is challenging but also rewarding. Working in the teams you will learn a wide range of skills and have the opportunity to experience a wide range of our work.

An apprentice in this Team would be able to develop knowledge of housing practice, procedure, legislation and best practice as well as developing transferrable skills relating to research, options appraisals, policy reviews and development, Homelessness, and process mapping.  
You will attend regular meetings with your work supervisor, have your work observed and attend training sessions with other apprentices leading to a nationally recognised qualification. This also involves Functional Skills (Maths, English & ICT) where level 1 not already achieved.



	Job Content 

	Our Housing Apprentice will:
· Learn how to provide basic administrative and clerical support, with training and guidance from the team and mentor.  Duties may include answering the telephone, managing, organising appointments and filing, producing reports, taking notes of meetings and any other administrative duties.
· In addition, there may be opportunities to go out with the team on site visits, meet tenants learn new IT systems, support rent collection and deal with customer enquiries, help maintain websites and  produce marketing material
· Develop the skills to deal with basic customer enquiries with support from the team. This includes handling initial enquiries, taking messages and making appointments.
· Input and extract information from a range of information systems. 
· Be trained to operate council computer systems.

· Work in accordance with set policies and procedures. 
· Attend staff meetings and training, including work towards the academic elements of the role, as required.
· Signpost individuals to appropriate organisations for further information or in-depth debt management advice. These may include; DWP, Credit Union, HM Revenues and Customs, CAB, Age UK, DAWN and other charitable organisations

· Check conditions of dispersed temporary accommodation and identify any appropriate action required.. 

· Ensure good working relations with Neighbourhood Delivery Team and other environmental partners in order to maintain standards on estates or identify potential environmental issues or improvements.

· Monitor tenants’ rent accounts and assist in improving overall collection rates.

· Make arrears repayment arrangements with tenants and take ad hoc electronic payments
· To help develop and deliver projects which deliver positive outcomes for the Authority and the customer alike
· Monitor and promote available homes, attend viewings and sign ups 

· Assist customers with their housing options 

· Assist customers with processing claims for housing benefit 

· Providing support to customers in their Tyne and Wear Homes application. 


	Performance standards

	· Demonstrate professionalism in the workplace
· Ability to work as part of a team

· Good customer service skills

· Undertake the role in accordance with existing working practices

· Maintain confidentiality in all areas of the service.
· Attendance and completion of the academic requirements of the apprenticeship


	Working conditions

	Apprentices will undertake on the job training in the workplace. The classroom-based part of the apprenticeship will take place with a local training provider away from the workplace.

The role will be in an office environment in the Council Offices, Quadrant, Silverlink North or Killingworth Depot, Property Services 

Elements of the role will involve traveling to neighbourhoods and visiting customers in their homes and attending meetings at other Council Locations
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