WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION

Job Title:			 Housing Options Officer		 
			
Pay Grade:			 W3 – W4

Team:				 Housing Solutions

Function:			 Housing Options		

Responsible to:		 Housing Options Team Leader

Key Area: 

PEOPLE - A Healthy, Inclusive and Engaged Community
We will improve the health and wellbeing of our community, by:
· working with partners to raise personal health standards with particular focus on mental health, alcohol, obesity and smoking;
· encouraging through a clear dialogue with those who are able, to take responsibility and self-serve, while helping, with partner organisations (including the Voluntary, Community and Faith Sector), those less able; and
· promoting recreational opportunities for all sections of the community.

Job Purpose:

To provide advice, information and assistance on all housing issues and options to any person who approaches, or is referred to, the Council to enable them to improve or maintain their housing situation and above all, prevent homelessness. 

As a last resort, to investigate applications under current Homelessness legislation and make decisions around prevention/relief/full duties. 

Main Duties:

1. To prevent homelessness wherever possible using a range of options and initiatives.

2. To provide good quality advice, information and assistance to enable the prevention and/or delay of homelessness by being available in person, by telephone and written advice, visiting households wherever necessary and liaising with private landlords. 

3. To enable mediation between landlords and tenants, parents/relatives in family relationship breakdowns in order to prevent homelessness. 

4. To give guidance regarding welfare benefits and income maximisation.

5. To carry out and keep up-to-date individual assessments and Personal Housing Plans with all clients, including those at risk of, or claiming illegal eviction and/or harassment to enable them to secure their rights to housing wherever possible.

6. To advise and support clients by any suitable means such as attending Court Hearings in order to prevent homelessness. 

7. To produce and update information leaflets regarding relevant housing issues and in the provision of information electronically with assistance of the Information and Systems Support Officer. 

8. To acquire and maintain up-to-date detailed knowledge of relevant Housing          legislation, including current case law and to keep clear, up-to-date and accurate written and electronic records, maintaining confidentiality and security of information. 

9. To liaise closely and effectively with both internal and external colleagues; to refer clients where appropriate to other professionals/agencies; to attend meetings as necessary and respond to enquiries in accordance with confidentiality policies and procedures. 

10. To prepare reports as required by senior Officers, and assist in the review of decisions by obtaining additional information and preparing case summaries.   

11. To interview all applicants, carry out enquiries, investigate and make decisions regarding Prevention/Relief/Full Duties, at alternative locations as necessary; ensuring that supporting information and evidence is available to substantiate the decision in each case. 

12. To secure appropriate emergency accommodation for all households to whom the Council has a duty under current homelessness legislation; and to participate as and when required in the Council’s Out of Hours Emergency Duty arrangements for homeless persons. 

13. Any other duties as may reasonably be required at a level appropriate to the post. 




















PERSON SPECIFICATION 
Job Title: Housing Options Officer

	
Criteria
	Standard
	E/D
	Measure

		Education & 	training
	· Good standard of education (‘A’ level or equivalent).
· Housing related training.
· Knowledge of:
· Landlord and Tenant Legislation, 
· Welfare Benefits, Housing Benefit, Homelessness Legislation and Case law
· Matrimonial and Family Law
· CIH professional qualification or equivalent.
	E

E
E





D
	App

App
App





App

		Experience
	· Advisory and preventative services
· Providing services to people with housing needs. 
· Liaison with private landlords and other organisations.
· Use of IT systems.
· Representation of clients at Court and in tribunals.
· Debt counselling.
· Experience of dealing sympathetically with people in stressful and sensitive conditions.
· Experience of completing statistical returns and performance monitoring information.
· Experience of working with interpreters.
· Experience of dealing with homelessness.
	E
E

E

E
D

D
D


D


D
D
	App/Int
App/Int

App/Int

App/Int
App/Int

App/Int
App/Int


App/Int


App/Int
App/Int

		Special Skills
	· Good communication skills both oral and written.
· Negotiation skills.
· Interview skills.
· Able to interpret and explain complex information.
· Able to write clear concise reports
· Accurate record keeping and statistics.
· Understanding of the issues which affect households facing homelessness.
· Able to accurately record information and maintain case notes.
· Understanding of welfare issues.
· Able to converse at ease with customers and provide advice in accurate spoken English 
	E

E
E
E

E
E
E


E

E
E
	App/Int

App/.Int
App/Int
App/Int

App/Int
App/Int
App/Int


App/Int
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		Motivation
	· Genuine interest in Housing.
· Commitment to Equal Opportunities and Customer Service.
· Commitment to preventing homelessness.
	E
E

E
	App/Int
App/Int

App/Int

	 Personality /   _Disposition
	· Confident.
· Organised.
· Flexible.
· Adaptable.
· Calm.
· Sympathetic.
· Able to work in a pressured environment.
· Willing to seek help with difficult, complex or new problems.
· Able to prioritise own workload.
	E
E
E
E
E
E
E
E

E
	Int
App/Int
App/Int
App/Int
Int
Int
Int
Int

Int

		Special 	Requirements
	· Able to work outside office hours on occasions.
· Full driving license.
· Available to be contacted for advice on emergencies outside office hours.
	E

E
E
	Int

Int
Int



Key:  
App = Application Form, Int = Interview, E = Essential, D = Desirable 
Candidate Screening:
Rehabilitation of Offenders Act 1974 doesn’t apply
Disclosure and Barring Service (DBS) check: Enhanced
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Woking Borough Council Role Map
Job Title: Housing Options Officer
Team: Housing Solutions 
Function: Housing Options

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1




[bookmark: _GoBack]Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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