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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Housing Options Officer

	GRADE:
	SCP 30-33

	POST NUMBER:
	3196D 

	RESPONSIBLE TO

	Housing Options Manager

	JOB SUMMARY:

	To deliver the strategic aims set out in the Homelessness Strategy to promote and coordinate the prevention of homelessness.
Provide members of the public with expert, professional, comprehensive advice and information on all aspects of housing, in line with Council policy and service standards. 

Proactively identify the housing options available for the public to empower them to prevent homelessness.

To resolve all applications by persons presenting themselves as homeless or threatened with homelessness under the statutory responsibilities from the Housing Act 1996 Part VI and VII.  To ensure that all claims are determined within the statutory time scales and provide applicants with excellent customer care and information, help and advice to resolve their housing situations as quickly and compassionately as possible.

	ROLE REQUIREMENTS:
	

	1.
	To provide a comprehensive housing options service to the public including the provision of advice in order to prevent homelessness, consider options to relieve homelessness and, where prevention or relief options fail, identify and deliver the correct level of legal duty towards the applicant under the Housing Act 1996, Homelessness Act 2002, Localism Act 2011 and Homelessness Reduction Act 2017.  

	2.
	Ensure that the Council’s statutory responsibilities are identified, applied and fully and clearly communicated to members of the public, statutory agencies or any other parties. 

	3.
	To carry out in depth, sensitive interviews of those threatened with homelessness, recording all information obtained carefully and accurately to high standards. This will form the basis of the Councils legal duties to the applicant in line with the legislation.

	4.
	Undertake visits to the clients home, hospitals, prisons, or other venues as necessary in order to investigate applications or deliver advice. 

	5.
	Investigate to fully identify the underlying causes of potential homelessness and formulate an action plan with the client to address the causes and ensure that homelessness is prevented. 

	6.
	Ensure that all open cases are regularly monitored and updated or refreshed with the client and interested parties to maintain meaningful communication. 

	7.
	Apply creative thinking to develop and promote realistic and cost effective prevention options. Negotiate and implement such options with relevant parties to prevent of relieve homelessness. 

	8.
	Analyse complex legal and financial information, research and interpret legislation, case law and the Code of Guidance to underpin a sound legal decision making process throughout all stages of the progress of an application to the Council for assistance. 

	9.
	To identify the legal status of the application by careful investigation and interpretation of the law and identify the statutory duties towards the applicant. 

	10.
	Investigate landlord and tenant disputes including allegations of harassment and / or illegal eviction within the meaning of the Protection From Eviction Act 1977. Ensure interviews under caution are conducted appropriately within the PACE guidelines. 

	11.
	Refer applicants to external statutory and voluntary agencies as required and monitor and review the outcome. 

	12.
	Liaise with landlords to negotiate options to enable to tenants to retain their tenancy by helping to resolve rent arrears, agreeing repayment plans, supporting applications for Homelessness Prevention Loans and Discretionary Housing Payments, etc .

	13.
	Provide early intervention support and conciliation in the case of family/friend relationship breakdowns to prevent family/friend exclusions.


	14.
	To liaise with the Housing Benefit team in order to prevent homelessness occurring because of delays in the processing of claims or Discretionary Housing Payments.

	15.
	To undertake formal legal reviews of decisions taken under the legislation where appropriate as required. Where the reviewing officer is identified as the Housing Options Manager undertake investigations and prepare reports setting out the evidence and findings of investigations to enable robust decision making. 

	16.
	Attend court on behalf of the council in relation to s204 County Court Appeals, Judicial Reviews, etc to give evidence as required. 

	17.
	Maintain up to date detailed records on the Council’s computer system to ensure statistics are maintained in accordance with agreed reporting arrangements and that cases are managed and progressed appropriately. 

	18.
	To provide excellent levels of customer service to both internal and external customers at all points of contact, ensuring that customer service level targets are met.

	19.
	To identify requirements for temporary accommodation placing close attention to the legislation, case law and legal guidance.  Make arrangements for the relevant suitable temporary accommodation

	20.
	Maintain a good understanding and awareness of legal policy and procedural changes as appropriate, in order to ensure that the service remains relevant, accessible, effective and efficient, and that it continues to reflect the priorities of the Council’s Corporate Plan, Housing Strategy and Homeless Strategy.

	21.
	To professionally represent the Council at a range of meetings and regular groups such as the local Multi Agency Protection Panel meetings, child protection case conferences, planning meetings and mental health review meetings or other meetings as required.

	22.
	Contribute to the effective promotion of the service including initiatives to prevent homelessness, and the production of all material necessary for its promotion.  

	23.
	To continually re-evaluate the service you provide to ensure that the Council are at the forefront of best practice. Proactively raise suggestions and ideas for improvements at staff discussion meetings and performance planning reviews.

	24.
	To enhance your own performance by continuously developing your own knowledge and skills, and optimising your own resources to meet your objectives.

	25.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	26.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	27.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	28.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	29.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	30.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	31.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

This post has regular contact with Children/young adults/vulnerable adults and will be subject to the Council’s Policy on the Protection of Children, young Adults and Vulnerable adults.

The post may be called upon to maintain an out of hours rota to respond to emergency homelessness service requests. 

The postholder will be required to undertake visits to the clients home, hospitals, prisons etc as required in order to interview applicants and carry out investigations.  
The post holder must maintain at all times a satisfactory STANDARD report from the Disclosure and Barring Service.
September 2021 
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PERSON SPECIFICATION
	JOB TITLE:
	Housing Options Officer
	

	POST NUMBER:
	3196D 
	


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Minimum 2 ‘A’ Levels (or equivalent) plus 5 GCSEs (or equivalent) to include English and Mathematics at Grade C or relevant experience

· A practical working knowledge of housing and homelessness legislation, such as the Housing Act 1996; Homelessness Code of Guidance; Protection from Eviction Act 1977 and Deregulation Act 2015 and Homelessness Reduction Act.
· As this is a customer focused role the ability to converse at ease with customers adapting communication style to suit differing audiences and provide advice in accurate spoken English is essential.
	· Membership of the Chartered Institute of Housing
· Extensive training in homelessness law. 



	EXPERIENCE
	· At least 2 years’ of experience of working in homelessness and housing advice, or a housing related field

· Knowledge and experience of utilising a range of housing options to prevent homelessness. 
· Knowledge and understanding of the legal processes for the recovery of possession of property, including Section 21 and Section Notices; and court proceedings for possession of property

· Experience of working with external/internal agencies in a range of situations                   E.g. domestic violence

· Experience of providing advice and assistance to private sector tenants to sustain tenancies

· Experience of working within a front-line customer-led service, particularly with vulnerable customers

· Awareness and/or evidence of working in an environment committed to promoting equal opportunities

· Experience of negotiating effectively by presenting key issues in a persuasive and balanced manner, influencing opinion and resolving deadlocked situations
	· A good knowledge of external agencies who can assist vulnerable clients

	SKILLS & KNOWLEDGE
	· To be assertive and proactive with commitment to high standards of service delivery

· To have the ability to work in a challenging environment and cope with change

· To have effective verbal and written communication skills. Should be able to adapt communication style to suit different audiences.

· To be able to work as part of a team and motivate colleagues to achieve team objectives

· To have excellent communication and interpersonal skills

· To have the ability to plan and prioritise work in order to meet deadlines and objectives and to be able to take ownership of your actions

· The ability to deal sensitively and empathetically with people in acute housing need

· To be able to remain calm whilst working in a pressurised environment

· Have good engagement and negotiating skills to deliver successful outcomes
· A sound understanding of the principles of Safeguarding for adults and children. 
	

	OTHER REQUIREMENTS
	· To be aware, and have a  commitment to, promoting equal opportunities
· Be open to new ideas and concepts
· Be able to weigh up options to deliver cost effectiveness
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

A satisfactory report from the Disclosure and Barring Service.




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






