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Job description

[bookmark: _Hlk212455446]Job title: 		Housing Reviews and Visiting Officer

Section: 		Housing Options and Solutions, 
Housing Service, People and Places

Band: 			D

Post number:	 	

Responsible for: 	Nil

Responsible to:	Housing Advice Team Leader

Purpose of post:

The key purpose of the Housing Reviews and Visiting Officer post is to assist the Housing Options and Solutions Team in delivering its key objectives of preventing customers from becoming homeless and moving into temporary accommodation. 

A requirement of the role will be to travel extensively around the Sevenoaks District meeting customers in their homes to advise on housing options in accordance with the law, policies and procedures operating within the department.

It will assist the Housing Advice team to meet the Council’s statutory duties towards housing applicants under the Housing Act 1996 Parts VI and VII.

You will be required to carry out high quality, timely administrative investigation work to assist with reviews of homelessness decisions under Section 202 of the Housing Act 1996; reviews functions under the Homeless Reduction Act 2017.

Key activities:

To assist with information gathering and administrative tasks involving reviews and report findings to the Housing Options and Solutions Manager.

To provide relevant updates to applicants in relation to the progress of homelessness reviews within required timeframe.

To prevent families and individuals from becoming homeless by providing high quality housing advice, mediation and realistic housing options.

To undertake unannounced and planned visits to homeless applicants and their hosts who are evicting them with a view to preventing homelessness, where possible. 

To carry out homeless assessments in hospital in preparation for patient discharge.
To carry out customer accommodation suitability assessments, to determine the physical condition of the accommodation, location, affordability, overcrowding and determine any risk of violence. 

To assist in preventing homelessness by mediating in cases of family breakdowns and demonstrating good negotiation skills.

To provide a comprehensive housing related advice and information service in accordance with the Homeless Reduction Act 2017 and ensure advice is giving in accordance with the legislation, case law and local policies. 

To help manage customer expectations by providing information relevant to a client’s case and help prevent homelessness.

To provide good quality advice and assistance to enable our clients to evaluate their housing options and where appropriate to find their own suitable accommodation. 

To carry out mediation work to prevent family breakdown and homelessness. 

To identify the needs of our clients who are most in need and make appropriate recommendations based on the findings from the visit. 

To provide a service to the Housing Advice Officers, by verifying relevant applicant details, visiting households recording findings and making appropriate recommendations.

To maintain accurate case notes and accurate information on databases. 

To offer good housing advice to customers and keep abreast of changes to relevant legislation and communicate this in an understandable manner to customers. 

To detect and report any incidents of suspected fraud to the relevant senior officer and to liaise with other departments such as the Council’s Fraud, Housing Benefit and Legal teams.

To follow safeguarding procedures and policies to ensure vulnerable children and adults with housing difficulties receive the right services at the right time.

To carry out property condition inspections working alongside other relevant agencies including Private Sector Housing.
 
To carry out visits both in and out of the Sevenoaks District. 

General:

To participate in any relevant training for the duties of this post and to achieve the key objectives of your role and core values of the Council.

To ensure compliance with the Council’s procedures and policies including finance, performance, HR, governance, health and safety, lone working, safeguarding, information management and equalities.

To comply with the Council’s Customer Standards.

To comply with the Council’s Safeguarding Policy. 

To embrace the values and behaviours of the Council. 

To comply with the Council’s Equal Opportunities Policy. 

To participate fully in the Councils staff appraisal scheme.

To carry out other duties as may be reasonably required by the Housing Advice Team Leader, Housing Options and Solutions Manager or Head of Strategic and Private Sector Housing.

To be part of the duty rota as required and work out of hours as necessary to deliver the services required by the Council for example during the evenings or weekends.

To undertake any other duties as required which are commensurate with the level and nature of the post.

Have a car for work purposes, business insurance and a clean driving license.

Location

Council Offices, Argyle Road, Sevenoaks, Kent, TN13 1HG with regular travel to other sites, including Community Outreach.
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Person Specification

Title of post: 		 Housing Reviews and Visiting Officer
[bookmark: _Hlk170202618]Post number:	 	

	
	Essential
	Desirable

	Approach
	Ability to interpret and explain complex legislation and guidance, to a variety of audiences, and to make clear, consistent decisions.

Excellent negotiating and advocacy skills, and the drive and commitment to achieve positive outcomes for customers.

Ability to work effectively as a team member.

A practical understanding of what constitutes excellent customer care, how it can be improved and a commitment to delivering it.

Committed to personal and professional development.

Ability to work outside normal office hours when required.

Hold a current driving licence and have use of a car for business.
	

	Skills and
experience
	Knowledge of the housing legislation and guidance, including the Homelessness Reduction Act 2017.

A practical understanding of and adherence to Health and Safety Polices to ensure personal and staff safety particularly when working alone in customers’ homes.

Excellent oral and written communication skills and the ability to effectively engage with a diverse range of audiences, including managers, landlords, solicitors and vulnerable customers, in a courteous and professional manner and at times in stressful situations.

Effective networker, able to liaise effectively, and share expertise and information with other agencies and voluntary groups.

Confident communicator with the ability to manage and resolve difficult and confrontational situations.

Ability to ensure that cases are handed over seamlessly to colleagues.

Meticulous record keeper with the ability to maintain accurate case notes, ensuring they are completed in a timely manner within target timescales and to maintain information on databases.

Ability to draw logical conclusions from personal observations during home visits and from interviews from customers. 

IT literate – ability to work with databases and MS Office applications.

Have a car for work purposes, business insurance and a clean driving license.
	Understanding and awareness of welfare benefits (including Housing Benefit and Local Housing Allowance.

	Qualifications
	Good basic education to GCSE A -C standard or equivalent (including Maths and English).
	NVQ level 2 Housing or Customer care or equivalent.

	Other
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