 JOB DESCRIPTION

Post Title:
TA Officer 
Service:
Planning, Housing & Environmental Health - Housing

Reports to:
Housing Solutions Manager 
Grade:
SCP 5/6 
Job purpose:

The post holder will work with and support both the Housing and Benefits teams as well as households directly to minimise any stay within temporary accommodation. There will also be a focus on helping to prevent any arrears occurring as a result of the stay within the temporary accommodation. 
Key Functions:

1. To visit households who have been placed in temporary accommodation to check on occupancy and welfare. 
2. To recognise, report and monitor situations and/or changes in circumstances within temporary accommodation placements which may give cause for additional support, warnings, impact on housing duties e.g. anti-social behaviour.

3. To provide support to ensure that where appropriate benefit claims are completed and submitted, and the rent and bills are fully paid including any service charges. 
4. To liaise regularly with the Housing Benefits team staff to have an up-to-date position on any outstanding rent/service charge arrears and seek to work with households to address any arrears appropriately including undertaking warning visits. 
5. To be the single point of contact between the Housing Solutions team and the Housing Benefits team to keep teams updated on occupancy etc to ensure accurate and efficient financial control. 
6. To support households with their Personal Housing Plan actions including a particular focus on move on actions e.g. accessing the private rented sector and completing housing register forms. 

7. To be aware of and promote the Council’s Landlord Offer and support available for tenants to enable move on from temporary accommodation.

8. To work with the Rough Sleeping Initiative service to be aware of and monitor any placements for rough sleepers or under the Council’s Severe Weather Emergency Protocol. 

9. To be aware of and make appropriate referrals to support agencies/mechanisms where welfare support is identified as needed e.g. financial support, tenancy sustainment etc. In particular to be aware of safeguarding issues and how to record and report these accordingly. 
10. To work closely with the Housing Solutions Team and the Housing Improvement Team to ensure that any stay in temporary accommodation is minimised.  

11. To communicate effectively using Council IT systems.
12. To create and maintain accurate records to keep all casework journals up to date and to enable production of accurate reporting and statistical returns, as well as ensuring a robust audit trail. Take due care and attention when gathering and recording information having due regard to guidance issued by the Council in connection with data management.  Ensure all work undertaken complies with relevant data protection legislation.
13. Carry out any other duties appropriate to the post which may be requested from time to time including participating in the Council’s Emergency Plan.
14. To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties.

15. The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.

Job descriptions are working documents and are not intended to specifically exclude any task which the post holder might reasonably be expected to undertake.

Behavioural Competencies
· Ability to demonstrate understanding and commitment to the organisation and its visions and values.

· Customer focussed with the commitment to put customers (internal and external) first, with the ability to deliver a consistently high quality service. 

· Demonstrates a positive “can do” approach to continuous improvement, with the ability to identify opportunities to improve performance.

· Ability to assess, be creative and respond accordingly to the situation.

· Ability to negotiate and liaise.

· Demonstrates consistency, integrity and accountability.
· Promotes equality of opportunity in service delivery.
· Demonstrates drive and a desire to work well to improve individual and organisational performance.

· Ability to communicate clearly and effectively and to work co-operatively with colleagues, internal and external partners, working pro-actively across cultures, organisational boundaries, sharing information, new knowledge and ideas.
· Aware of impact and appropriateness of own personal style.  Accepts accountability and responsibility for own actions and able to work part of a team, showing commitment to team goals and values.
Post Title:
TA OFFICER 

Service:
Planning, Housing & Environmental Health – Housing Solutions Service 
Reports to:
Housing Solutions Manager 
Person Specification 

	Criteria 
	AF/I
	Essential 
	Desirable 

	
	
	
	

	Education 
	
	
	

	Good standard of education, minimum 5 GCSEs or equivalent including Maths and English 
	AF 
	x
	

	Full driving licence 
	AF 
	x
	

	
	
	
	

	Knowledge
	
	
	

	
	
	
	

	Good knowledge of homelessness legislation and the code of guidance 
	AF 
	
	x

	Good knowledge of welfare benefit system and process
	AF
	
	x

	Relevant housing qualification 
	AF
	
	x

	Relevant recent training 
	AF 
	
	x

	Knowledge of safeguarding
	I
	x
	

	
	
	
	

	Experience 
	
	
	

	
	
	
	

	Experience of working in housing or a related field 
	AF/I
	x
	

	Experience of housing case work and managing a case load 
	I
	x
	

	Experience of working in a local authority or voluntary sector organisation 
	AF
	
	x

	Experience of working with clients to provide support and influence behaviour
	I
	x
	

	
	
	
	

	Skills and abilities 
	
	
	

	
	
	
	

	Able to meet deadlines 
	I
	x
	

	Able to have empathy but persuade and support clients to take positive actions 
	I
	x
	

	Able to work sensitively with vulnerable clients in challenging situations including face to face
	I
	x
	

	Excellent communication skills and able to communicate information and ideas clearly 
	AF/I 
	x
	

	Ability to work with minimum supervision under own initiative and prioritise workloads 
	AF/I 
	x
	

	
	
	
	

	Computer Literacy 
	
	
	

	
	
	
	

	Familiar with IT systems mainly Locata 
	AF/I
	
	x
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