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	Job Title 
	Housing Support Officer

	Team
	Housing Options 
	Grade
	6

	Reports to
	Housing Options Team Leader 

	Date
	27/06/2024



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To provide front line housing options advice to customers who are homeless or threatened with homelessness. 

To register and assess Housing Register Applications in accordance with the Council’s Housing Allocation Scheme. 

To answer incoming telephone enquiries for the Housing Options Team.

To support other team members in the housing options team including housing options officers, temporary accommodation officers and private sector liaison officers in their day-to-day roles. 



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	Triaging customers that are homeless or threatened with homelessness, by telephone, face to face and electronically. Allocating cases to Housing Options Officers as appropriate

	2.
	Undertake enquiries into homelessness.

	3.
	Establish the Council’s duties if any in relation to duties to accommodate applicants and make recommendations to Housing Options Team Leader/Manager.

	4.
	Processing and assessment of housing register applications, completing investigations and assessments in line with the Council’s Housing Allocation scheme, including home visits.

	5.
	To undertake accompanied viewings and allocate Council tenancies in accordance with the Housing Allocation Scheme.

	6.
	To provide customer nominations to Housing Associations.

	7.
	To support the temporary accommodation officers with aspects of emergency and temporary accommodation, including placements and paperwork. 

	8.
	To contribute to performance reports and outcomes against agreed service standards and performance measures.

	9.
	To assist with the implementation of new policies, procedures and legislation as required.

	10.
	To investigate and provide information, within specified timescales, in response to service enquires or complaints from local councillors, MPs and the Housing Ombudsman.

	11.
	To communicate effectively and openly with staff and customers ensuring engagement as far as possible across all levels.

	12.
	To maintain effective management systems and be responsible for complying with all the Council’s policies, procedures, regulations and initiatives, in particular, Equality and Diversity, Health and Safety and Safeguarding.

	13.
	To ensure that all works completed are in accordance with Arun District Council’s standing orders, financial regulations, legal requirements and statutory and regulatory obligations, ensuring adequate monitoring and auditing processes are in place.

	14.
	To positively represent and promote Arun District Council.

	15.
	To participate in the out of hours service rota.

	16.
	To develop effective working relationships with internal and external customers, colleagues and agencies to ensure the highest standards of service are achieved.

	17.
	To maintain comprehensive, accurate, and timely records of all contacts and actions fully utilising all IT systems operated by the Council.

	18.
	To carry out any other duties appropriate to the grading of this post as required by any member of the Housing Services management team.

	15.
	Any other duties that are appropriate with this post.




Additional information (not contractual)
	1.
	Responsible for 0 staff.

	2.
	Not responsible for budgets

	3.
	
The postholder is expected to contribute to the improvement of service delivery standards.




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	GCSE English & Maths
	       x
	

	Part or full housing qualification
	
	        x

	Experience

	Experience of dealing vulnerable customers 
	        x
	

	Experience of ‘front line’ interviewing 
	        x
	

	Experience of dealing with confrontational situations.
	        x
	

	Monitoring, preparing and presenting statistical information.
	        x
	

	Knowledge
	
	

	Working knowledge, experience, understanding and application of relevant housing and homeless legislation
	       x
	

	Knowledge of Welfare benefits system 
	
	        x

	

	

	Behaviours

	Accepts responsibility for their own actions, behaviours, performance and decisions and is transparent about this. Acknowledges when things go wrong and learns from this. 
	        x
	

	Is understanding and considerate to the unique feelings, needs and rights of others, trying to see things from their perspective, without judgement.
	        x
	

	Responds to challenges and change with an open mind, shifting priorities and re-focusing.
	        x
	

	Competencies

	Able to communicate clearly, appropriately and respectfully with colleagues and customers. 
	        x
	

	Able to separate information, prioritising this and referring to policies and procedures before making decisions.
	        x
	

	Takes pride in and is committed to delivering high quality services. Identifies and clarifies individual needs.
	        x
	

	Able to make fair and logical decisions using policies and procedures and available evidence and to be clear in the rationale.
	        x
	

	Works to develop self-awareness, empathy and an understanding of stress management and others emotions to help build rapport, support, collaboration and diffuse difficult situations
	        x
	

	Has an understanding of Arun’s vision, general functions and the political environment in which we work.
	        x
	

	Plans and prioritises own work with reference to line manager. Makes the best use of own time and meets deadlines.
	        x
	

	Other 

	
	Yes
	No

	Does this role require a Basic/Enhanced DBS check?
	x
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	x
	

	Is this a Politically restricted post?
	
	x

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	x
	

	Does this role require a driver’s licence and access to a vehicle?
	x
	

	Does this role attract an essential car user allowance?
	
	x

	Does this role attract a market supplement?
	
	x

	Does this role require a uniform?
	
	x
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