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	JOB TITLE
	Allocations Manager

	GRADE
	MG8

	POST NUMBER
	6085D

	RESPONSIBLE TO	
	Service Lead for Housing Options and Allocations

	RESPONSIBLE FOR
	Senior Allocations Officer
Senior Temporary Accommodation Allocations Officer

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Core pattern 

	ON CALL / CALL OUT ARRANGEMENTS 
	Some out of hours work may be required as needed 

	JOB SUMMARY
	To be responsible for the day-to-day supervision and management of the Allocations and Temporary Accommodation team.
This role involves ensuring that social housing is allocated in line with statutory requirements, our Allocation Scheme, and nominations agreements, while delivering exceptional service to applicants. The manager will lead a team, manage the allocations process, and ensure the efficient use of housing stock. This will also include oversight of the void and relet process relating to homes owned by Ashford Borough Council. 
The role will also oversee the management of temporary accommodation allocations and management of adherence to our temporary accommodation licence Agreement. The post holder will work with the manager of ABC Lettings to assist with the procurement of external temporary accommodation providers and ensure excellence in standards of temporary accommodation whilst also managing value for money. 
To work in conjunction with the Development Partnership Project Officer to influence and support the types of accommodation required in the Borough and Best Use of Stock programme.
To undertake complex case management reviews. 

	ROLE REQUIREMENTS
	

	1. 
	Ensure that allocations and placement processes operate smoothly and that the Councils Policies are adhered to.

	2. 
	To monitor the implementation of the new Allocation Scheme and update this as required.

	3. 
	To provide operational support for Part 6 allocations and Part 7 placement functions.

	4. 
	To have detailed knowledge of the councils’ policies regarding transfers, mutual exchanges, voids/relets, homelessness and temporary accommodation.

	5. 
	Ensure that the Allocation Policy for social housing is adhered to and applied fairly and consistently.

	6. 
	Assist in delivery of the Councils Homelessness and Rough Sleeper Strategy, and its associated action plan. 

	7. 
	Ensure that temporary accommodation is allocated in line with Part 7 Housing Act 1996 (as amended) and that policies for placement and charging are adhered to and applied fairly and consistently.

	8. 
	To undertake assessments of housing register applications in line with the Allocation Scheme, including medical assessments, and on occasion complete unannounced verification visits of applicants to the housing register.

	9. 
	To be responsible for the day-to-day management of the temporary accommodation placement function including overseeing the placement of households into temporary accommodation and working in partnership with external providers as well as internal teams.

	10. 
	To interview and record details of personal housing problems of those seeking help, both private and public sector as and when required.

	11. 
	Engage with audits of the service and ensure that any recommendations are complied with.

	12. 
	Ensure that the Council is working to an excellent standard in line with the Regulator of Social Housings expectations.

	13. 
	Consider appeals managed under the housing register, including at judicial review if needed.

	14. 
	Carry out detailed enquiries and undertake joint assessments with applicants Social Workers, Occupational Therapists etc ensuring smooth operation of joint working procedures and protocols.

	15. 
	To ensure that appropriate liaison arrangements are in place with Council Directorates and other agencies, including Housing Management, Occupational Therapists, Social Services, other bodies and organisations concerned with housing, homelessness, social and personal problems.

	16. 
	Ensure the void times of temporary accommodation and social housing are kept to a minimum through collaboration with relevant teams. 

	17. 
	To work in conjunction with the Development Partnership Project Officer to support the services Best Use of stock and complex case management reviews.

	18. 
	Maximise housing pathways through supported housing schemes, maximising options for move on across all tenures.

	19. 
	Assist in the consideration of appeals, review requests, complaints and ombudsmen enquiries.

	20. 
	Support the procurement, completion of Project Initiation Documents (PIDs) including costings for any project that relates to the service

	21. 
	Provide day-to-day supervision of the Allocations Team and Temporary Accommodation Allocations Team including service cover, regular one-to-ones, appraisals, action plans (with targets), personal development plans, performance reviews and regular team meetings.

	22. 
	Work alongside ABC Lettings to manage the contracts with external temporary accommodation providers.

	23. 
	Assist with the development of the service plans and performance reports for the section which fit into wider departmental and corporate priorities.

	24. 
	Write and present training programmes to staff and other stakeholders on housing policy.

	25. 
	To continually review best practice, government guidance, legislation and case law in relation to the allocation of social housing and temporary accommodation, and recommend change and amendments to policy as and when required, under the guidance of the Service Lead for Housing Options and Allocations. When appropriate propose amendment to the policy via information items to members or committee reports.

	26. 
	To constantly review the allocations priority quota to ensure best use of stock and to respond to local need.

	27. 
	Devise and maintain appropriate consultation mechanisms to ensure that there is regular feedback from external and internal stakeholders and the public with reference to proposals for policy changes.

	28. 
	Facilitate policy and procedural changes to working practice for housing register allocations and temporary accommodation placements.

	29. 
	Ensure that appropriate critical allocations and placements statistics are kept and updated in order to complete performance indictor information, statistical returns and any other information as may be required by outside agencies and authorities.

	30. 
	Feed into the Kent Homechoice Partnership (KHC) with regard to updates and improvements to the systems and processes in line with local policy, best practice, procedure, government guidelines and the Housing Act 1996.

	31. 
	When appropriate, attend, set up and / or chair working groups to discuss options of strategic and policy changes.

	32. 
	Liaise with Housing Association partners to review the Councils Nominations Agreement when required.

	33. 
	Work with the Property Team, Housing Strategy and Partnerships Team, ABC Lettings Team and others to ensure there is an adequate supply of temporary accommodation available for those households that the service has a statutory housing duty towards, and for rough sleepers.

	34. 
	Ensure that the Temporary Accommodation Allocations Officers assist with maximising the collection of rent and service charges through efficient processes and correct application of the Charging Policy in conjunction with the Income Team.

	35. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
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.

	36. 
	Emergency Planning
To participate as defined in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	37. 
	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.

	38. 
	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

	39. 
	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.

	40. 
	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.

	41. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	DATE
	







	PERSON SPECIFICATION
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good standard of education with qualifications in English and Maths
· Level 4 CIH qualification or willingness to work towards this qualification

	· A Supervisory Management Qualification
· High level of understanding of local authority allocations processes
· High level of understanding of temporary accommodation suitability under Part 7 Housing Act 1996 (as amended)

	EXPERIENCE
	· Proven experience in managing housing allocations or a similar housing management role, ideally within a local government or housing association setting.
· A strong understanding and working knowledge of housing legislation, including the Housing Act, Homelessness Reduction Act, and relevant local policies.
· Excellent leadership and people management skills, with the ability to motivate and inspire a team.
	· Experience of procurement processes

	SKILLS & KNOWLEDGE
	· Excellent customer care skills
· Strong analytical skills, with the ability to use data to make informed decisions.
· Excellent leadership and team management skills
· Excellent computer skills in Word, Excel and Outlook
· Good understanding of legislation surrounding the allocation of social housing and temporary accommodation placements
· Lateral thinker who can display flexibility and adaptability

	

	OTHER REQUIREMENTS
	

	





Contractual / Training Requirements 
	[image: A piece of a puzzle
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	Yes
	

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	Yes
	

	Night Working - Working 3+ hours  between 11pm and 6am
	
	No

	Lone Working 
	Yes
	

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	Yes
	

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	Yes
	

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	Level 2 
	Level 3

Yes

	DBS check required – confirmed by a counter-signatory
	BPSS / Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
Yes
	Level 2 
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 
Yes

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	
	No
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