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Hastings Borough Council

Job Description
Job Title

Housing Officer Temporary Accommodation
Directorate

Operational Services
Grade

Career grade 8 – 7  
Reports to 

Temporary Accommodation Team Leader 
Location

Muriel Matters House
Purpose of the Job

To provide a comprehensive housing management service to clients placed in all temporary accommodation (Bed & Breakfast, Hostel’s, Assured Shorthold tenancies, Annexes, Supported Accommodation and homeless at home), assisting people maintain their temporary accommodation placement. 

To maximise the recovery of Housing Benefit payments and personal contributions against temporary accommodation costs. 

To ensure that the service provided meets the statutory obligations of the authority.
Main Responsibilities

· To maintain accurate and confidential information systems and records that will identify, and track people placed in temporary accommodation.

· Analyse temporary accommodation placement requests to ensure appropriate placements are made based on clients’ needs and correct temporary accommodation providers. 

· Identify clients’ abilities to manage in temporary accommodation, assessing any support needs they may have and assist clients in crisis alongside signposting to relevant support services such as Childrens services, Adult Social care, Mental Health, and East Sussex Floating Support
· Maintain placements and prevent clients from harm ensuring clients are safeguarded especially high risk and complex clients that are subject to Public Protection Orders such as MAPPA and VISOR 

· To be able to respond to emergency placements, crisis’ and have emotional resilience to work with clients who have multiple and complex needs such as high-risk offending history and complex mental health challenges, alongside the ability to reprioritise tasks whilst acing accordingly with safeguarding procedures.

· Liaise with multi agencies and attend Safeguarding meetings and Child Protection conferences. 

· Prepare placement paperwork and relevant documents for all placements, clearly explain the terms and conditions of the placement and providers rules and ensuring that clients are aware of the potential discharge of housing duty should the placement terms be breached. 
· Provide practical housing related support, advice, and guidance to clients in temporary accommodation including interventions and signposting to ensure that the relationship between clients and providers are maintained and both client and provider understands their rights and responsibilities in relation to temporary accommodation.
· Advise and support clients to understand and address emerging housing issues such as housing benefit claims, temporary accommodation rent arrears, disrepairs, neighbour disputes and to support them to liaise constructively with the Housing Options team.
· Support clients to address any disputes within the temporary accommodation such as discussing possible resolutions with provider and/or client/perpetrator, potentially sourcing alternative temporary accommodation for the client or perpetrator, liaising with the provider and housing officer re issuing warnings for anti -social behaviours and reiterating the potential of discharge of duty for continued breaches.

· Investigate and deal with cases of anti-social behaviour including noise nuisance and breaches of temporary accommodation rules through comprehensive casework and in partnership with relevant support agencies to ensure placements are maintained whilst having minimal impact on communities. 
· To accurately carry out full property inspections of temporary accommodation properties in accordance with the Housing Act 2004 Housing Health and Safety Rating System (HHSRS) ensuring temporary accommodation providers maintain standards, fulfil their obligations, and respond to any client complaints. 
· Complete detailed and accurate referrals for supported accommodation ensuring the correct criteria is being met for both clients and supported accommodation provider.
· To be able to respond to emergency placements, crisis’ and have emotional resilience to work with clients who have multiple and complex needs such as high-risk offending history and complex mental health challenges, alongside the ability to reprioritise tasks whilst acing accordingly with safeguarding procedures.
· To develop a wide knowledge of benefits, developing a good working relationship with benefits assessor, complete housing benefit and council tax reduction applications, ensuring relevant information is provided whilst working with clients who are in crisis and often have complex finances. 
· To liaise with Benefit assessors and Clients regarding payments towards temporary accommodation and personal contributions, agree payment plans towards any outstanding debt and signpost to relevant agencies such as debt advice and citizens advice bureau.
· Manage financial record keeping, including monitoring income received, from housing benefit, rent and personal contributions, using spreadsheets and internal finance and housing databases. 
· Assist social housing providers with completing client references in a timely manner enabling clients to move to social housing. 
· To assist in the continuous improvement and development of a holistic housing options service by actively participating in team meetings and personal supervision.

· To prepare personal performance weekly and monthly figures to reflect the work of the department and to provide these records to the Management team as required.

· To work collectively with a management team and other colleagues to ensure that appropriate service cover is provided at all times, and to continuously promote and develop the highest customer care standards. 

· To assist in the achievement of central government performance indicators and agreed internal delivery targets in accordance with the Council’s corporate objectives and priorities.

· To maintain an up-to-date comprehensive knowledge of housing legislation and guidance and ensure that any changes necessary are and quickly introduced into daily working practices as directed by the Management team.
· Complete training and professional development relevant to the role, particularly Safeguarding, HHSRS, health and safety

· To provide support to colleagues and share any specific specialist knowledge, (for example around homelessness, landlord and tenant legislation, disrepair etc.) with other members of the team to enable the provision of a comprehensive seamless service for clients and assisting in the personal development of other members of the team.
· To consult with customers and other stakeholders as required by the Management team.

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably required.  Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes.  Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Person Specification

Job Title

Housing Officer Temporary Accommodation
Directorate

Operational Services
Essential Requirements

Experience

1. Experience of working in social housing or a related field

2. Experience of and a commitment to work within a comprehensive and inclusive equalities framework

Knowledge

3. Comprehensive knowledge of current housing legislation and case law
4. Knowledge of Housing Benefit claimant processes 

5. Knowledge and understanding of issues surrounding homelessness
Personal Aptitude and Skills

6. Evidence of training attended to deal with aggressive and or unpredictable behaviour.
7. Excellent communication skills and ability to communicate effectively with internal and external customers by telephone, face to face and in writing.

8. Ability to liaise effectively with external agencies and suppliers executing work on the Council’s behalf.

9. Excellent customer care skills

10. Accurate data entry skills
11. Ability to make comprehensive notes and compile informative reports providing a clear audit trail of activities in each case.
12. Good IT skills and an ability to use Microsoft packages.
Behavioural Approach

13. A flexible approach and an ability to work in a multi-disciplined team juggling priorities to match needs.
14. Resilience to deal with clients with complex needs and conflicting priorities.
15. Ability to work under pressure and meet deadlines with a varied caseload.
16. Satisfactory attendance record (normally less than 5 days absence in a year) but considering individual circumstances.
Further behavioural information can be found in our Staff Competency Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.

Circumstances

17. Ability to travel throughout the Borough.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Qualification

18. Evidence of commitment to continuing personal professional development
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