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Job Description

Job Title:		Antisocial Behaviour Officer		

Salary: 		W4
Directorate:		Communities	

Team:			Housing Services 

Reporting to:	Housing Team Leader Tenancy	

Budgetary Responsibilities:
· Staff – N/A
· Other Direct – N/A
· Other Indirect – N/A
Total N/A


Role Purpose:
To provide a high quality, customer focused service to all Woking Housing residents dealing with all cases of anti-social behaviour (ASB), including all forms of harassment, hate crime and understanding of legal action following criminal behaviour. 

To work collaboratively with internal and external partners and residents to provide a victim focused approach to managing ASB and delivering a safer environment across our community. 
     
To be able to identify tenancy fraud, as well as raise awareness of the different types of tenancy fraud. To work with partner agencies as well as legal services to recover properties where this is evidence of fraud and ensure that properties are not fraudulently let.  
  
To work collaboratively with service managers, housing colleagues, contractors and customers providing a one team, customer centric approach to service delivery and ensuring the Housing Service is delivered to the highest standard.



Key Responsibilities

· To proactively conduct thorough and effective investigations of all cases of ASB, Harassment, Hate Crime and Serious Criminal activities and taking appropriate actions against those causing ASB.   
· Adopt a victim-centred approach to keep individuals and communities safe. 
· Deliver high levels of customer service in line with Woking’s service standards.
· Take ownership of allocated cases in accordance with Woking’s policies and procedures.
· Work with the Housing Lawyer in preparing cases for court hearings, including injunctions and NOSPs to achieve positive outcomes.
· Build local partnerships with authorities and external agencies to utilise available tools and powers to address ASB.
· Represent the organisation in a professional manner by attending partnership meetings, such as MARAC, CHaRMM. Ensuring that effective liaison and communication is maintained.
· Provide mediation services to reduce ASB between neighbours.
· To promote awareness of tenancy fraud and to the wider business ensuring all teams know how to recognise and report cases of tenancy fraud.
· Identify and support continuous improvements.
· Collaborate with team members to innovate and deliver right-first-time services.
· Identify vulnerability early and escalate to Safeguarding.

Experience required:
· Experience in delivering targeted ASB prevention projects.
· Experience in the housing or property sector.
· Strong knowledge of regulatory legislation for social housing.
· Good knowledge of relevant legislation and current best practices.
· Excellent attention to detail, maintaining accurate records within agreed service levels and targets.
· Ability to prioritise and meet changing demands.
· Self-motivated with the ability to plan and work effectively with minimal supervision.
· Excellent oral and written communication skills.
· Proficiency in Microsoft Office.

Other Responsibilities:
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post. 
· Deputise for Housing Team Leader and Resident Services Manager as required.
Person Specification

Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation, T = Test

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· GCSE Maths & English or equivalent.
· Degree educated or equivalent.

	E
D
	A
A

	Experience
	· Experience of maintaining accurate administrative records
· Experience of producing accurate and timely reports
· Good understanding of the relevant legislation, particularly antisocial behaviour (ASB) but including the Crime and Disorder Act 1998, and current government guidance and good practice relating to ASB
· Experience of producing case files
· Experience of partnership working
· Experience of taking statements
· Experience of working with a variety of vulnerable people, including young people
· Knowledge of local problems facing communities in the area relating to ASB and the appropriate agencies to sign post to

	E

E

E




E
E
D
D


D
	A/I

A/I

A/I




A/I
A/I
A/I
A/I


A/I

	Special Requirements
	· Proficient IT Skills (Microsoft Word, Excel & Outlook)
· Analytical skills for gathering, collating and interpreting information
· Excellent communication skills, including being able to negotiate, facilitate and influence others effectively
· Knowledge and experience of using a web based case management system, preferably  Open Housing
· Full Driver’s Licence 
· Access to your own vehicle for undertaking visits.
	E

E

E

D


E

E
	A/I

A/I

     A/I

     A/I


A/I

A/I



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Basic
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No



Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1
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