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	Broxbourne Borough Council 

	Job Title: Housing Allocations Officer
	Job Ref: HAO

	Job Location: Bishops’ College Churchgate Cheshunt Herts 
	Hybrid: No – office-based during probation period.
Yes - once probation is completed (one- or two-days home working per week).

	Department: Planning and Place

	Reports to: Housing Allocations Manager

	Part time: 37 within a scheme of flexible working hours

	Grade: G37

	Alcohol restricted post: Yes

	Car: Yes mileage rates paid in accordance with HM Revenue services

	

	Values: (statement to be included about the values)
The Council has adopted the core values of Teamwork, Innovation, Effectiveness and Respect (TIER). 
The values and their underlying behaviours, demonstrate the Council’s commitment to providing excellent customer care, working in a joined up way, showing respect at all times and looking at innovative and forward thinking solutions. 


	Summary: 

To provide a frontline support service to applicants to the Council’s Housing Register, dealing with complex queries and correspondence. 

To assess and determine the outcome of applications to the Housing Register, award points and manage applications in keeping with the Council policy and procedures. 

Nominate applicants that have ‘bid’ for available housing association homes and complete necessary checks in keeping with the Council’s allocations procedure. 

Duties:
	
	1. Dealing with all enquiries relating to the Council’s Allocations Scheme and Housing Register, including enquiries of a contentious nature and distressed clients.


	2. Dealing with telephone enquiries from a range of external agencies such as Children, Schools & Families, GP’s and the Police.


	3. Assessing and managing applications to the Housing Register, awarding points and maintaining up to date client records in accordance with the Council’s Allocation and other schemes. 


	4. Refer more complex or contentious cases to the Housing Allocations Manager.


	5. Nominating housing register applicants that have placed a ‘bid’ during the bidding cycle to available housing association properties, carrying out necessary checks in keeping with the Council’s allocations process, including telephone interviews and home visits when required.



	6. Where appropriate, carry out assisted bidding to vulnerable clients and oversee any ‘auto bidding’ cases agreed by the Homelessness Team.


	7. Signposting clients to various agencies such as the CAB, Job Centre and other Council departments.


	8. Dealing with all correspondence in relation to the Allocations Scheme and Housing Register.


	9. Inputting and maintenance of accurate computer based records for around 1500 clients accurately.


	10. Working across all teams in the Housing Advice Service to maintain up to date client records.

	

	11. Preparing and sending reports to the Council’s Independent Medical Advisor to discuss medical priority cases and to update files accordingly.


	12. Maintaining an accurate record on all clients’ electronic files, including the review of files, regarding relevant legislation such as the General Data Protection Regulations.


	13. Undertaking any other duties contributing to the purpose and objectives of the post and appropriate to the grade.


	14. Carrying out pre-nomination checks on applications, including home visits where required.


	15. Complete nominations to partner Registered Providers and liaise with them and the client regarding the nomination.


	16. Prepare and publish weekly adverts for available properties on Choice Based Lettings.


	






RESPONSIBILITY AND AUTHORITY

	Staff
	None


	Financial
	No


	Professional
	To work with customers and advise on housing options and support progress towards the preferred option.
Liaise with partner organisations with regard to the customers case


	Equipment
	Normal office equipment including computer terminals. Necessary to supply own motor vehicle.


	Other
	No






RELATIONSHIPS

	Accountable to:

	Housing Allocations Manager

	Contacts with other people:
	

	a)
	Own Department
	All sections within the Housing Department.


	b)
	Elsewhere within the
Council

	Wide – appropriate officers in other departments of the authority e.g. Housing benefits and Members of the Council.

	c)
	Outside the Council
	The general public, officers for other authorities and RSL’s, related organisations and public bodies.




PHYSICAL CONDITIONS

	Location:
	Council Offices, Bishops College, Churchgate, Cheshunt and home working.


	Exertion:
	Normal


	Special physical requirements:
	Normal for post dealing with general public – at times stressful.


	Is this an alcohol restricted post?

	 Yes





ECONOMIC

	Grade:
	G37


	Hours:

	37 hours a week. 

	Overtime:
	No


	Car allowance:
	Business mileage 45p a mile.


	Housing:
	In accordance with Council policy.


	Removal:
	In accordance with Council policy.




OTHER

	Driving Licence:
	Full, clean, manual driving licence required. 






	Diversity, Equality and Inclusion (EDI)
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.

	
Employment checks required for this post 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996. If you cannot produce Right to Work documentation or are unsure whether the documents you have provide the necessary proof please contact Human Resources prior to your interview.

	
Employment of Ex-Offenders
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.


	
DISCLOSURE OF CRIMINAL RECORD 
As this post has substantial access to children or vulnerable adults or is based at premises deemed to be a school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the council applies for and has received the outcome of the disclosure of any criminal record. As part of this process your will be required to provide documentation relating to your identity and also complete an application form. The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post. There is a requirement that this will be repeated every three years after employment.


	
SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations


	
SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post




For specific requirements for the post please see the Person Specification.

If you have any query please contract Human Resources on (01992) 785509 or personnel@broxbourne.gov.uk
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