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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Temporary Accommodation Allocations Officer 

	GRADE:
	SCP 22-25

	POST NUMBER:
	6723A

	SERVICE:
	Housing

	RESPONSIBLE TO

	Allocations Manager

	JOB SUMMARY:

	Responsible for the day to day management of temporary accommodation. Ensure that all properties that are provided to use are matched to a suitable applicant in a timely manner with all associated paperwork/system work is completed accurately and quickly. You will match clients to suitable available temporary accommodation properties but carrying out a thorough matching and suitability exercise. You will complete the sign up process for clients and ensure that rent accounts have been set up to maximise the collection of rent and service charges. 

	ROLE REQUIREMENTS:
	

	1.
	To work effectively with the Property Team to ensure that there is an adequate supply of temporary accommodation available for those households that the service has a statutory housing duty to provide accommodation too. 


	2.
	Ensure that the supply of accommodation when needed is up to an acceptable standard and has all the relevant health and safety certificates in place. 

	3.
	Work effectively to manage transfers within the temporary accommodation stock available to the housing services to ensure the supply is maximised to its full potential and is being used in the most effective manner. 

	4.
	Coordinate the sign up of a temporary accommodation placement. 

	5.
	Ensure that all housing benefits and other welfare forms and / or referrals are completed and ensure that all supporting documentation from the applicants has been received and verified. 

	6.
	Set up the rent account and ensure that the applicants are provided with rent account details with a full explanation of what is expected in terms of their rental payments. 

	  7.
	Act upon any concerns with the temporary accommodation units via the provider or complaints from the residents or neighbours and take necessary action to resolve the issue, escalating to the Senior Property Manager if necessary. 

	8.
	Ensure that the temporary accommodation units are closed promptly when you are advised that the duty has been discharged or there has been verification that the unit has been abandoned or there is significant anti-social behaviour or rent arrears that warrant the closure. 

	9.
	Maintain accurate electronic records/ information regarding properties, landlords including general contact information and always providing detailed reports as requested by management. 

	10.
	Act as first point of contact for temporary accommodation landlords and tenants who are experiencing difficulties in sustaining tenancies.

	11.
	Responsible for ensuring all landlords and tenants comply with their respective contractual agreements. 

	12.
	Work with the wider Housing Options service to provide a streamlined and seamless service to customers in temporary accommodation to ensure a smooth transition into the private rented sector or social housing. 

	13.
	When approval has been given by a manager, arrange for removals and storage and promptly arrange for the closure of any units when the applicant moves out of temporary accommodation. 

	14.
	Closely monitor all rent accounts to maximise income collection and ensure that appropriate and timely action is taken to address the reasons for non-payments and late payment. 

	15.
	Work collaboratively with the Housing Options Officer to discharge the housing duty if necessary. 

	16.
	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.

	17.
	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.

	18.
	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.

	19.
	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.

	20.
	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.

	21.
	Additional Duties

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

	OTHER CONDITIONS: The post holder must maintain at all times a satisfactory BASIC report from the Disclosure and Barring Service.
To work flexibly either remotely or at the workplace as required
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PERSON SPECIFICATION
	JOB TITLE:
	Temporary Accommodation Allocations officer

	POST NUMBER:
	6723A

	SERVICE:
	Housing 


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Minimum 5 GCSEs, or equivalent, grade C or above
	· 

	EXPERIENCE
	· Working and up to date knowledge of statutory and regulatory requirements relating to housing, homelessness, landlord and tenant law. 

· General knowledge of good property standards and common building problems. 

· Proven experience of collaborative working and how to build effective partnerships.  
	· Experience of shaping services and delivering change. 

	SKILLS & KNOWLEDGE
	· Ability to work effectively both individually and as a team member. 
· Excellent communication and negotiation skills at an internal and external level. 

· Customer orientated in delivery of the housing service. 
	· 

	OTHER REQUIREMENTS
	· Willingness to undertake visits to temporary accommodation units following a health and safety risk assessment. 
	· 

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

The post holder must maintain at all times a satisfactory BASIC 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






