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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Allocation Officer

	GRADE:
	SCP 22-25

	POST NUMBER:
	6425A – Permanent
7193A and 7194A – FTC for 12 months

	SERVICE:
	Housing 

	RESPONSIBLE TO

	Allocations Manager

	JOB SUMMARY:

	To provide support to the Allocation Manager where necessary with regards to statistics, meetings, FOI’s, complaints and general enquiries.

To respond to general enquiries from applicants and partner organisations in relation to allocations and the housing register. 

To process and assess housing register applications.
To allocate Council and RSL properties in accordance with the Council’s Lettings Policy. 

To give sympathetic attention to those seeking advice on housing matters and give them realistic advice and accurate information. 

To be mindful of changes in legislation or good practice and make recommendations to the Senior Property Manager for changes to the Lettings Policy where necessary.

	ROLE REQUIREMENTS:
	

	1.
	To deal with all mid-level correspondence from applicants to the housing register offering advice in accordance with Ashford Borough Councils Lettings Policy, including telephone and email enquiries.  

	2.
	To offer applicants to the housing register advice on achieving the best housing outcomes via telephone and in person.

	3.
	To process housing register applications received through Kent Homechoice, including investigating medical and financial circumstances etc, and to issue the correct Band entitlement.

	4.
	To make decisions that result in a downgrade of priority or ineligibility (i.e. Worsened Circumstances, non-compliance with Personal Housing Plans and ineligibility)

	5.
	To ensure that housing register applications and records are kept up to date.

	6.
	To carrying out regular reviews to the housing register.

	7.
	To liaise when necessary with outside agencies, including social services, regarding applicants to the housing register

	8.
	To answer telephone enquiries for other members of the team as necessary, resolving front line queries for the Housing Options Team, referring only complex queries to Senior Officers.

	9.
	To process mutual exchange register applications on Homeswapper and ExchangeLocata to agree their inclusion on the computer systems.

	10.
	To have detailed knowledge of the councils policy regarding transfers, mutual exchanges, key workers, banding criteria and legislation relating to homelessness and allocations.

	11.
	To advertise and allocate properties through Kent Homechoice Choice based Lettings and in accordance with the Lettings Policy. 

	12.
	To prepare offer letters and sign up documentation for homeless direct offers.

	13.
	To undertake rent valuations for conversion of property from Social to Affordable Rent prior to valuation.

	14.
	To undertake investigation,  assessment, and unannounced verification visits of applicants on the housing register

	15.
	To ensure that monthly lettings statistics are kept and updated.

	16.
	In the absence of the senior, carry out assessments of applicants medical circumstances based on how their medical situation impacts on their housing need.

	17.
	Ensure void times are kept to a minimum working with the Responsive Repairs Team and Housing Area Management Team.

	18.
	To interview and record details of housing problems of those seeking help, both private and public sector as and when required.

	19.
	To monitor Move On Nominations, Management Moves, Right To Move and the Policy Quota Log.

	20.
	To provide cover for the Property Support Officer where necessary with regards to:

·   Offer letters and preparation of sign up documentation for homeless applicants 

·   Handing keys out – sign up tenancies in relation to homelessness customers 

	21.
	To assist the Allocations Manager with regards to updating of procedures pertinent to the role.

	22.
	To work with the Development Partnership Officer regarding referrals for complex cases.

	23.
	To liaise with the Housing Options Team with regards to allocation of properties designated for Homeless category applicants.

	24.
	As and when required investigate claims by persons presenting as homeless or threatened with homelessness and forward to the Housing Options Officers or Housing Operations Manager with recommendations for actions within statutory timescales.

	25.
	To ensure that records of all communications with applicants are recorded on the appropriate computer module to aid effective coordination and communication across the wider team.

	26.
	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.

	27.
	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.



	28.
	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.

	29.
	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.

	30.
	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.

	31.
	Additional Duties

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

	OTHER CONDITIONS:
	Essential Car user 
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PERSON SPECIFICATION
	JOB TITLE:
	Allocations Officer 

	POST NUMBER:
	6425A – Permanent
7193A and 7194A – FTC for 12 months


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	GCSE or equivalent in English & Mathematics (Grade C or above)
Strong ICT Skills including Word, Excel, Outlook and Power Point
	A housing qualification or working towards one
Previous experience of working within a Housing Options Team

	EXPERIENCE
	Experience of working directly with customers

An ability to prioritise and handle high workload

Previous experience of working within a housing environment
	Experience of administering a housing register
Experience of letting properties

	SKILLS & KNOWLEDGE
	An understanding of the Councils Lettings Policy and mutual exchange scheme
Experience in a customer focused position including face to face and telephone contact.
Good interviewing skills

Experience in using in-house database systems.
	A knowledge of housing law
The ability to make recommendations in line with legislative changes

	OTHER REQUIREMENTS
	The ability to work well within a team

The ability to work to deadlines 


	Confident decision make
Ability to work under own initiative

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  
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	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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| 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
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Decision Making and Problem Solving
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