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	Service Area:
	Housing

	
	

	Job Title/Grade:
	Housing Options Admin Support (Scale 6) £32,061- £33,699

	
	

	Responsible to:
	Senior Housing Options Officer 

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	 Deliver an excellent internal and external customer focused service in order to support the Housing Options service to find and process suitable solutions regarding customers’ homelessness and housing issues

	

	 Support the Housing Options service to carry out the Council’s statutory duties under homelessness legislations, Homeless Reduction Act 2017, Localism Act 2011, codes of guidance, case law and the Council’s own policies and procedures


	 Assist with administrative duties associated with homelessness, housing advice and housing allocations services; including liaison with other Council departments, statutory and voluntary agencies, other Local Authorities, Landlords, Solicitors, Banks and Building Societies


	 Day to day operational responsibility for raising orders, collating information and providing general administrative support to Housing Options service. 


	 Receive and accurately triage or record enquiries for advice and assistance, across the Housing Options Service


	 Manage the data input of all documents and correspondence for the Housing Register


	 To assist with the collation of  responses across the Housing Options Service and the Council for freedom of information requests (FOI), subject access requests. 


	 Develop and maintain relationships with key agencies; work with Revenues and Benefits as required to minimise benefit delays; work with other council services, external and voluntary agencies to ensure appropriate support is provided

	

	Administer charges for interim/temporary accommodation, including creating and reconciling rent accounts and assisting with records relating to the rent deposit scheme. 


	Manage the day to day operational processes for both the housing register and allocation process.


	Ensure that all applications for the housing register are processed and decisions issued in line with the Council’s allocation policy


	Monitor performance against relevant aims and targets, reporting to line manager risks and suggestions for improvements to the service


	Undertake and occasionally lead on assigned projects relating to the prevention of homelessness and housing options available to meet need


	Act as the Systems Admin Officer for the Housing Options service, ensuring the efficient maintenance of existing computer systems, including the housing database and the development and implementation of new systems


	General office duties, including ordering, filing, photocopying, post distribution and document production, as well as maintaining basic accounting records to ensure compliance with Financial and Contract Standing Orders

	Corporate Responsibilities

	 To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	 To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	 To support the Council’s Equalities & Diversity Policies.

	 All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	 To contribute to project work arising from the Business Plan and to undertake any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.



	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:














Personal Specification:
	Post
	Housing Options Admin Support



	Essential Requirements

	Knowledge and Skills

	1. Numeracy and literacy and data input skills, including ability to produce professional communications, reports and basic performance statistics. 

	2. Able to analyse a range of information and identify key issues

	3. Good verbal communication skills both on the telephone and face to face

	4. Good working knowledge of Microsoft Office software: Word, Outlook and Excel to include spreadsheets

	5. Effective written communication and customer service skills

	6. Understands the importance of equality and diversity and can apply this in the workplace

	Experience

	7. Experience of working in a frontline customer focused environment dealing with the public by telephone and in person
8. Previous administrative experience provide support within a team environment. 

	Ability

	9. Able to evidence excellent communication skills and ability to work in challenging situations

	10. Able to prioritise work appropriately

	11. Able to work to deadlines and work in a high-pressure environment

	12. Flexible, pro-active and adaptable

	13. Effective team working. Sharing ownership, team goals and workload

	14. Commitment to maximising potential and continuous improvement of self and of service

	15. Able to contribute positive suggestions and willing to take forward

	16. Able to establish and maintain effective relationships with people at all level

	17. Able to demonstrate a commitment to customer service

	18. Able to manage conflict



	Desirable Requirements


	Knowledge and Skills

	1. Working knowledge of Locata or similar homelessness, Housing Register software

	2. Knowledge or experience of housing options or housing allocations services 

	

	Experience

	3. Experience of working in a housing environment or a similar front line, customer focused role
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