JOB DESCRIPTION

	SECTION ONE

	Post Title:  

Senior Housing Options Advisor – Rough Sleeping Team 
	Service Area:  Housing and Communities
Grade:  26-28



	SECTION TWO



	Responsible to:  

Rough Sleeper Coordinator  
	Responsible for: 




	SECTION THREE



	· To provide effective and supportive supervision to the Housing Options Advisors assigned to the post.

· To provide advice and assistance to customers on housing options in order to prevent homelessness and minimise housing need.
· To find solutions to customers’ housing problems tailored to their individual needs. 

· To provide advice and assistance to housing applicants using Keyways, the Council’s choice based allocations scheme.
· To carry out investigations and assess homelessness applications in accordance with Part VII of the Housing Act 1996 as amended.   
· To assist in the delivery of the Homelessness Strategy. 

· To contribute to the development and implementation of cross-cutting initiatives, in line with the Council’s culture and values. 

	SECTION FOUR

	Leadership

· To provide advice and support to Housing Options Advisors with complex casework.

· To ascertain training and development needs and devise appropriate training programmes for staff within the team.

· To recognise and reward staff for excellent performance and deal effectively with poor performance.
· To assist the Homelessness Manager to review and update procedures for the housing advice and homelessness services.

· To assist the Homelessness Manager to ensure that policies and procedures are implemented so that decisions affecting service users are legal, fair and consistent.

· To assist the Homelessness Manager complete HCLIC returns to the Department for Communities & Local Government and other statistical reports, including internal performance reports.
Housing Options
· To provide advice and assistance to customers, colleagues and external partners seeking advice and assistance on all aspects of homelessness, availability of accommodation, disrepair, housing rights and any other related issues. 

· To undertake a full assessment of customers’ housing needs in order to create personal housing plans and identify appropriate housing options tailored to their individual needs
· To prevent and relieve homelessness in line with the HRA 2017
· To maintain up to date knowledge and expertise in the following areas:

· security of tenure 

· harassment and illegal eviction 

· disrepair 

· relationship breakdown
· domestic violence

· child safeguarding

· youth homelessness

· welfare benefits

· criminal justice system

· homelessness prevention initiatives
· homelessness legislation and surrounding case law 
· To provide detailed advice to customers of their housing options in line with the Council’s adopted policies and accompanying procedures, including 

· Keyways choice based lettings 
· social rented housing
· affordable rented housing 

· shared housing

· supported housing
· lodgings  

· privately rented housing

· low-cost home ownership

· Mortgage arrears
· mediation  

· Spend to Save 

Homelessness Prevention and Relief
· To create and monitor Personal Housing Plans with customers.

· To liaise with third parties such as statutory and voluntary organisations, housing providers, private landlords, lettings agents and building societies in order to resolve housing problems and prevent homelessness.

· To provide financial assistance to applicants in order to prevent their homelessness, by using the Council’s Homelessness Prevention budgets in line with adopted policies 
· To work in partnership with the Private Sector Housing team where appropriate to secure privately rented accommodation from approved landlords for applicants who are homeless or threatened with homelessness. 

· To liaise with private landlords, lettings agents, DWP and Housing Benefits on behalf of applicants to negotiate rent levels, property standards and terms and conditions of occupancy as and when required.

· To liaise with voluntary and statutory organisations to ensure that customers whose homelessness has been prevented as a result of the Council’s intervention receive high quality support and assistance to enable them to sustain their tenancies. 

· To monitor outcomes with households whose homelessness has been prevented via our interventions and provide further support when necessary. 
Housing Allocations
· To provide advice to housing applicants and other stakeholders on eligibility for social and affordable rented housing under the Keyways Housing Allocation Scheme. 

· To provide advice and assistance to housing applicants on making an application to the Keyways housing register 

· To undertake home visits in order to verify applicants’ circumstances when required.

· To complete financial and support assessments for applicants prior to an offer of accommodation to ensure that accommodation offered is sustainable in the medium to long term. 
· To assist in the production of information on housing options for the Council’s website.  

Homelessness Investigations
· To keep up to date with changes in the homelessness legislation and surrounding case law and undertake training courses as required.  

· To accept, carry out enquiries and assess homeless applications in accordance with Part VII of the Housing Act 1996 as amended by the Homelessness Reduction Act 2017, the Homelessness Code of Guidance for Local Authorities and other relevant legislation and case law, reporting recommendations to the Homelessness Manager.
· To carry out home visits to verify circumstances and find solutions to enable the customer to remain in their existing home where appropriate.    

· To work with the Temporary Accommodation team to ensure appropriate placements in temporary accommodation for homeless households
· To assist as necessary in the provision of emergency advice and assistance outside of office hours, including arranging temporary accommodation.

Miscellaneous
· To deliver training sessions on housing options, housing allocations and homelessness to a variety of audiences including other officers within the Council and partner agencies, and customers, as part of their tenancy training programme.  

· To participate in countywide and multi-agency group meetings including MAPPA and MARAC, to contribute towards the development of housing solutions for victims of domestic abuse or those covered by public protection arrangements.

· To assist in the development and introduction of new housing options or other initiatives to prevent homelessness.

· To contribute to the development of new policies and procedures for the Housing Options team. 
· To maintain manual and computer records so that they accurately describe the housing needs of customers, their current situation, the advice that has been given and outcomes.

· To undertake other duties, which are commensurate with the salary, skills, knowledge and experience of this post, as and when required by the Head of Housing.  


	SECTION FIVE 

	Internal – All teams within the Housing Unit, Council Tax and Debt Recovery, Legal Services, Finance, Community Services, Environmental Protection, Resources, Customer Services, Corporate and Cultural, Members of the Council.
External – Social Care and Health, Police, housing associations, private landlords, lettings agents, voluntary and statutory organisations. 


	SECTION SIX 

	The concept of team working means that a flexible approach to work areas is required from the post holder.  The work areas identified above are not exhaustive and only represent current principal tasks.  The post holder may be required therefore to carry out other such duties as the Strategic Lead for Housing Strategy and Solutions may determine from time to time.  However, the level of responsibility of such duties will not exceed the responsibility levels of the above.


	SECTION SEVEN 

	Job description prepared by:                   Carly Hohn         Date: 
Approved by: (Human Resources)                                       Date: 

Agreed by: (Post holder)                                                       Date: 


Person Specification

	Attributes


	Essential
	Desirable
	How identified

	Relevant Experience
	Minimum 2 year’s relevant work experience with a local authority, housing association or voluntary organisation
Experience of working effectively in partnership with a range of stakeholders
	Minimum 2 years experience of staff management
	Application form and interview

	Education & Training


	Hold a relevant qualification (e.g. HND/NVQ Level 4) or show an equivalent capability.
	
	Application form and certificates

	Special Knowledge & Skills


	Extensive knowledge of the homelessness legislation and case law
Experience of managing and prioritising own workload, and ability to work effectively as part of a team. 
Excellent verbal and interviewing skills.

Well developed and wide- ranging negotiating and problem solving skills.

Able to produce clear, concise and persuasive written reports on complex issues.

IT and keyboard skills, including the ability to use Microsoft Office.

Good analytical skills and ability to produce and interpret statistical information 

Ability to successfully operate in a multi-disciplinary and multi-functional environment 
	
	Application form, interview and presentation



	Additional Factors
	Commitment to equal opportunities 

Full driving licence and access to a car for work or ability to travel within the Borough

Willing to work outside normal office hours as necessary

Subject to DBS check
	
	


