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Job Description


Senior Housing Options Officer








	Position Title

	Senior Housing Options Officer

	Service Area

	Housing 

	Team

	Housing Options

	Grade

	Grade G (33-37)

	Reports to

	Housing Needs & Delivery Manager

	Responsible For

	Housing Options Team

	Financial Accountability

	Homelessness budgets

	Work Type

	Operational management responsibility for the delivery of the homelessness service



Brentwood Borough Council is committed to safeguarding and promoting the welfare of children and adults, and expects all employees, contractors, and volunteers to share its commitment to prevent abuse, harm or exploitation. 
 
MAIN PURPOSE

Overall responsibility is to provide operational management support to the Housing Needs & Delivery Manager for the delivery of the Housing Options and homelessness service for Brentwood Borough Council. 

CORPORATE DUTIES 

1. To work with colleagues to achieve service plan objectives/targets.

2. To participate in Employee Development Scheme/Appraisals and contribute to the identification of your own and team development needs.

3. You must ensure that you comply at all times with the General Data Protection Act, relating to personal information held by the Council. Any employee who mis-uses, accesses or discloses personal data relating to a living individual without checking that it is to be used for an authorised purpose relevant to the Authority, may be prosecuted in a Criminal Court, as well as facing disciplinary action.
4. To fully understand and be aware of the commitment to Section 17 ‘Duty of the Crime and Disorder Act 1998 to prevent crime and disorder’.
5. Undertake all duties within the framework of Equal Opportunities.  Appling and actively promoting the principles of the Organisation’s Equal Opportunities Policy in all areas of employment and service delivery.

6. Any other duties appropriate to the post: These other duties must be equivalent to or below the salary and status of the role and, where appropriate, under the Equality Act 2010, due consideration must be given to any employees with a “protected characteristic”.

7. You must cooperate in all matters relating to Health and Safety and implement all procedures for your job role. The identification of Health and Safety related risks within the working environment must be highlighted to your management.


SERVICE SPECIFIC DUITIES

1. 1. Oversees the day-to-day operational management of the Housing Options and Homelessness teams effectively through performance management, best practice, and clear leadership.

2. To ensure the needs of homeless and other housing applicants are assessed, including case reviews to make sure high quality advise on housing options and assistance is offered in line with homelessness legislation, but always in line with the time scales.

3. To deputise for the Housing Needs & Delivery Manager where appropriate.

4. To monitor team performance, identify areas of concern and support the Manager to drive service improvements in line with local and national objectives with regards to homeless prevention


5. To establish and develop effective internal and external working relationships and productive partnerships, with key stakeholders, partners, residents, and business at local, county and sub/regional level and to attend relevant meetings.  

6. To manage the delivery of services relating to the Council’s Housing Register and Nominations Service ensuring that all applications for housing are determined and progressed in accordance with the Council’s policies and procedures. To ensure that statutory duties are discharged in accordance with the relevant legislation.

7. To manage housing services associated with the homelessness function, including prevention initiatives and the discharge of statutory duties relating to homeless households. To investigate applications for housing in line with current legislation, policies and procedures and undertaking home visits, surgeries and case conferences as necessary.

8. To ensure that performance systems are in place to provide information on performance, as requested, and use of this information to maintain the continuous improvement of services.

9. To manage and supervise a team of housing options officers dealing with homelessness and housing advice and relevant housing register work.

10.  Resolve 1st stage complaints, MP enquiries and councillor enquiries.

11.  Manage complex Homeless cases as directed by the Housing Needs & Delivery Manager and also manage a small case load.

12. Responsible for the Housing Options and Homelessness budgets, including planning and monitoring expenditure in line with agreed requirements.

13. To comply with all appropriate legislation, departmental and Council policies.

14. To review and develop the service and manage change, to achieve continuous improvement; to maintain agreed performance targets and to meet the requirements of value for money and the relevant performance management and inspection regimes. 

15. Participates in the Out of hours duty rota (where necessary)

16. Attend internal and external meetings as required

17. To undertake any other duties which may reasonably be within the competence of the post holder.

The above duties and responsibilities give a broad outline of the functions of the post.  However, by necessity, these duties must be approached in a flexible manner to accommodate the changing needs and demands of the service provide by OneTeam at Brentwood Borough Council and Rochford District Council.  The post holder will be expected to adapt to changing circumstances and therefore the outline of duties may change from time to time.

1. 

PERSON SPECIFICATION
 
	Position Title: 
	Senior Housing Options Officer
	Date Reviewed: 
	

	Service Area: 
	Housing Options
	Grade: 
	 G (33-37)



Method of Assessment: 	AF	Application Form 
				T	Testing
				I	Interview	
			 
	 
	 
REQUIREMENTS 
	Essential 
	Desirable 


	Assessed

	1.
	EXPERIENCE 
	 
	 
	

	1.1 
	Experience working within the Housing field
	
	
	AF

	1.2
	A working knowledge of landlord and tenant law and other appropriate housing legislation or benefit regulations 
	
	
	T

	1.3
	Effective at analysing information, evaluating options and recommending action 
	
	
	T

	1.4
	Leadership and line management experience

	
	
	AF/I

	1.5
	Experience of managing complex case work in a multi agency environment.
	
	
	AF/I

	1.6
	Budgetary management knowledge
	
	
	I

	2.
	KNOWLEDGE
	
	
	

	2.1 
	Knowledge of homelessness and allocations, homeless prevention and benefit maximisation, Housing Act 1996, Homelessness Act 2002, Homeless Reduction Act 2017.
	
	
	
AF/I

	2.2
	Comprehensive knowledge of housing and homelessness policy, procedures and legislation
	
	
	
AF/I

	3.
	 SKILLS & ABILITIES or BEHAVIOURS 
	 
	 
	

	3.1
	Leadership competencies, showing abilities to lead, motivate and develop a team.
	
	
	I

	3.2
	Ability to provide clear, balanced advice and guidance on sensitive and complex issues together with a strong operational understanding.

	
	
	
AF/T

	3.3
	Clear communicator, including excellent written, verbal and presentation/public speak skills.

	
	
	
AF/I

	3.4
	Ability to deal with customers face to face in very difficult/emotional circumstances
	
	
	
I

	3.5
	Experience in dealing with MP enquiries and complaints
	
	
	I

	3.6
	Ability to work to deadlines and work under pressure
	
	
	I

	4
	EDUCATION AND TRAINING 
	
	 
	

	4.1
	Housing Management Qualification or relevant experience with Homelessness, Homelessness Prevention, Housing Advice and Housing allocation work. 
	
	
	
AF


	5
	OTHER
	
	
	

	5.1
	A flexible working approach to attend both organisations in person, as and when required.
	
	
	
I

	5.2
	Able to access a car and travel for business purposes
	
	
	
I

	5.3
	Commitment to maximising potential and continuous improvement of self and of service.
	
	
	
I

	5.4
	Able to establish and maintain effective relationships with people at all level
	
	
	
I
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