JOB SPECIFICATION

JOB DESCRIPTION
JOB TITLE:
Housing Allocations Manager
GRADE:
6
DIRECTORATE:
Place Transformation
SERVICE GROUP                           Strategic Housing and Housing Services 

UNIT:
Housing Allocations
RESPONSIBLE TO:
Head of Strategic Housing and Housing Services 

RESPONSIBLE FOR:
Housing Allocations Officer
     X 3

Housing Allocations Assistant         X1 

MAIN PURPOSE OF JOB:

1. To manage and oversee the performance of the team responsible for the operation of the Housing Register and Choice Based Lettings allocations system, ensuring targets and service standards are met in all operational areas of work.

2. To ensure the delivery of services to people seeking affordable housing operate in accordance with the Housing Act 1996 Parts VI & VII (as amended by the Homelessness Act 2002), case law, best practice and government guidance.

3. To maintain on-going in-depth knowledge and understanding of relevant housing legislation to ensure that persons applying to the Council for assistance with housing receive comprehensive advice about the housing options available, thus enabling them to make informed choices.

4. To contribute to developing and implementing a range of strategies, tools and protocols to maximise opportunities for suitable housing in the borough and preventing homelessness. 

5. To work with partner local authorities, registered social landlords, voluntary and statutory organisations and customers to manage the council’s Choice Based Lettings system which meets the needs of all stakeholders.
MAIN DUTIES:

1. To be responsible for the effective operation of the Housing Register, ensuring the Council’s Housing Allocations Policy is fit for purpose and is regularly updated to ensure it complies with changes in legislation, case law, best practice and the Code of Guidance issued by Ministry of Housing, Communities and Local Government.

2. To oversee the medical assessment of housing applicants, including regular review of the independent medical practitioner service.
3.
To conduct interviews with housing register/homeless applicants when circumstances require the involvement of a manager to deal with the more complex cases, and to advise staff on these cases.

4.
To conduct reviews of housing register decisions consistent with the Council’s policy, legislation and Code of Guidance.

5.
To conduct quality assurance measures in the team and ensure compliance with policy, legislation, best practice and the Code of Guidance. 

6.
To assist in the implementation, monitoring and reviewing of the Council’s relevant housing strategies.

7.
To establish new initiatives and options to prevent homelessness and meet housing needs.

8. To liaise with relevant statutory, voluntary and other agencies, including registered social landlords and agents, in order to achieve the goals and targets of the service in relation to home-finding which include social and affordable housing along with low cost how ownership options.

9.
To monitor nominations agreements with partner housing associations in the borough to ensure they comply with their commitments.

10.
To ensure effective customer and agency consultation, analysing responses and initiating policy changes to support these findings where appropriate.

11.
To develop and maintain good working relationships with other agencies (e.g. Hertsmere Citizens Advice, Shelter, and registered social landlords) 

12.
To represent the Council on relevant outside bodies and multi-agency groups.

13.
To develop and implement protocols for multi-agency working (for example young persons leaving care and those assessed as vulnerable due to learning difficulties or mental health issues).

14.
To prepare accurate and timely statistical returns for senior managers, Members, government departments and other purposes as required.

15.    To monitor applications and lettings to ensure compliance with policies, establish trends and develop new initiatives.

16.
To ensure all services within the team have controls in place, proper information systems, procedures and records to meet audit requirements.

17.
To ensure effective communications with staff at all levels within the service group and others and with external stakeholders and community representatives.

18.
The post holder may be required to undertake any other duties reasonable and compatible with his/her grading, competence and qualification.

19.
To identify, evaluate, monitor and report on risks within the service to ensure that service objectives are achieved.
20.      To safeguard children, young people and adults at risk and make referrals to the appropriate agency. To train and supervise staff to enable them to respond to the safeguarding needs of service users.

NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.
PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A
-
Application

I
-
Interview

T
-
Test

D
-
Documentary


Evidence

	Qualifications & Training
	Qualified to A level standard (or equivalent) 

Chartered Institute of Housing qualification, or equivalent
Degree or equivalent professional qualification
	E

E
D
	

	Experience


	Experience of working in the social housing sector

Experience of successful strategy and service plan development and implementation and ability to understand, define and interpret complex strategic housing issues in the broader social and political context.

Experience of managing staff 

Experience of joint working with other statutory agencies

Experience of customer service and ability to develop and implement effective customer service systems.


	E
E

E

E

E
	

	Knowledge


	Working knowledge of relevant legislation including but not limited to:

· Homelessness Reduction Act 2017 and the Code of Guidance

· Housing Act 1988

· Housing Act 1996

· Homelessness Act 2002

Knowledge of the political and context in which the Council operates
Good knowledge of housing issues particularly relating to housing allocations, homelessness, welfare benefits, tenancy rights/responsibilities, repairs, rent collection. 

Good knowledge of services, benefits and support available to applicants experiencing housing problems. 

Knowledge and understanding of the importance of equal opportunities
	E
E

E

E

E


	

	Competences
	Customer Focus

· Takes a customer service approach to service delivery

· Strives continuously to exceed customers’ expectations

Outcome Driven

· Assesses and handles risk effectively

· Able to plan and prioritise to meet statutory and organisational deadlines

· Effectively manages resources to achieve results

Organisational Focus

· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.

· Uses evidence and best practice to achieve results
Problem Solving & Decision Making

· Takes ownership of problems 

· Demonstrates initiative and uses good judgment 

· Able to find innovative and creative solutions to service challenges
· Able to analyse information quickly and make prompt sounds decisions
Change & Adaptability

· Takes a positive attitude towards change

· Takes a positive approach to successfully managing change

· Encourages others to embrace and contribute to change

· Enables change to happen with minimal impact on service delivery
	E

E

E

E

E
	

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face

· Able to present confidently at Committee and public examinations or inquiries

· Able to negotiate successfully to influence others and achieve objectives
· Able to network and represent the Council in a variety of situations
· Able to deal with difficult customer situations
Management

· Able to demonstrate the skills required to manage and motivate staff and manage performance

· Able to demonstrate the skills required to successfully manage projects
Team Working

· Able to build effective, supportive working relationships

· Demonstrates a flexible approach to work

· Contributes positively within a team environment

· Willing to share skills, experience and knowledge to develop other team members

· Willing to learn and assist other team members

Quality of Work

· Strives to produce work of a high quality summarising information accurately in clear concise reports
IT/Technical Skills

· Able to use all Microsoft Office systems to a good standard 

· Able to quickly grasp the use of specialized computer packages

Research & Analytical Skills

· Ability to analyse information, including complex policy documents, and to interpret it both in an operational and broader social and political context 

	E

E

E

E

E
E
	

	Other Requirements
	Driving license and access to a vehicle for work purposes.

Able to attend occasional evening and weekend meetings.

Presents a neat and tidy appearance.


	E

E

E
	


COMPLEXITY AND CREATIVITY

The post holder will be managing a team of officers supporting them to maintain and manage a variety of complex databases in order to effectively manage the Council’s choice-based lettings. The post holder will be expected to develop these systems, write policies and procedures for the team and monitor the effectiveness of these.  

The postholder must be able to understand the complexities of housing legislation, regulations, Code of Guidance and will need to have a good understanding of complex legal tenancy rights and landlord responsibilities, complex welfare benefits systems and eligibility in order to provide a lawful but robust service to clients in housing need. 

The duties will involve liaison with a range of other agencies and accommodation providers. The post holder will need to keep track of a number of reviews, shortlists and properties advertises at any one time, each of which will have its own complexities. The post holder will, in collaboration with other council officers, be developing opportunities to maximise the use of social housing in the borough and enhancing the provision of affordable housing options (including home ownership) through liaison with developers. 

The post holder is responsible for contributing to the development and implementation of the housing strategy for the Council in the complex area of allocating social housing.  The post holder will be expected to understand, define and interpret complex strategic housing issues and legislation in the broader social and political context.

The post requires skill, expertise and creativity in all its aspects, particularly interpreting housing strategy and policy, devising schemes and identifying opportunities for development and new ways of delivering the service such as partnership working with external agencies.

The proactive requirements of the post will need to be balanced with operational responsibilities and the management and supervision of staff.

JUDGEMENT AND DECISIONS

The post holder will advise staff, Members, the public and employees of external bodies on housing.  He/she will be required to make sound professional judgments based upon professional experience and specialist knowledge.

The post holder will need to understand and analyse the work of all the related external agencies when solving problems.

The advice and actions of the post holder will affect the services he/she provides and extends to external agencies and the community.  Poor judgment could have ramifications for the reputation of the Council, particularly in relation to the Council’s statutory responsibilities, and could lead to expensive court action by applicants and/or judicial review.

Negotiating with external agencies is a major key part of the job.  Strong negotiation skills are required to achieve outcomes, which serve the best interests of the Council and the community. 

CONTACTS (INTERNAL 30% EXTERNAL 70%)
INTERNAL:

Main contacts – Housing Managers, Homelessness Prevention team, Legal and Democratic Services, Environmental Health, Housing Benefits, Customer Services, Community Safety team.
EXTERNAL:

Applicants and their representatives, other members of the public, housing associations, social and health professionals, private rented sector landlords, developers, police and probation services, other local authorities and other statutory and voluntary agencies, Councillors.
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