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	Job Title 
	Temporary Accommodation Officer

	Team
	Housing Options
	Grade
	7

	Reports to
	Housing Options Team Leader

	Date
	November 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:

	The purpose of the Temporary Accommodation Officer role is to be responsible for placement of applicants into either emergency or temporary accommodation.  Whilst managing and supporting residents living in emergency and temporary accommodation within Arun District, ensuring that tenancy-related activities, from sign-ups to resolving breaches, are conducted in alignment with council policies. 

The role involves proactively supporting and advocating for residents through guidance and access to services to encourage tenancy sustainability and prepare them for permanent housing solutions. 

The officer ensures council owned properties are maintained to health and safety standards, coordinates necessary repairs, and conducts inspections to prevent issues from escalating. Additionally, the officer oversees compliance with legislation and council policies, addresses safeguarding concerns, and delivers high-quality customer service.  The position requires collaboration with internal teams and external agencies, contributing to a comprehensive support system for residents. 

The Temporary Accommodation Officer plays a vital role in responding to emergencies, participating in community outreach, and contributing to projects that enhance service delivery and efficiency, while upholding professionalism and the council's core values of trust, communication, respect, and kindness.





Key areas of focus:

	[bookmark: _Hlk146096760]1.
	Oversee emergency and temporary accommodation within Arun District, handling tenancy sign-ups, addressing breaches, resolving resident disputes, and ensuring tenant behaviour aligns with council policies.

	2.
	Provide guidance to residents, facilitating access to services and addressing needs to help secure permanent housing. Offer proactive support for tenants at risk of tenancy failure, making referrals to relevant teams or agencies for specialised assistance.

	3.
	Ensure properties meet health and safety standards and are well-maintained. Coordinate necessary repairs and conduct routine inspections, audits, and site visits to pre-emptively identify and address issues.

	4.
	Support residents in preparing for more stable housing by encouraging tenancy-sustaining behaviours, proper property care, and positive conduct. Work to prevent evictions through mediation and access to resources.

	5.
	Develop and execute plans that assist residents in moving from emergency or temporary to permanent housing, including guidance on housing applications and tenancy agreements.

	6.
	Manage low-level rent and service charge arrears, addressing arrears, setting payment plans, and enforcing adherence.

	7.
	Ensure all activities comply with current legislation, council policies, and best practices. Identify and report safeguarding concerns, supporting vulnerable tenants with necessary interventions.

	8.
	Deliver excellent customer service, treating tenants with empathy and respect. Maintain up-to-date case records, support plans, and housing applications using council-approved software.

	9.
	Address emergencies promptly to ensure resident safety and wellbeing.

	10.
	Identify and report safeguarding concerns in line with council procedures, ensuring vulnerable tenants are supported and appropriate interventions are in place.

	11.
	Participate in outreach activities to promote awareness of services. Lead and attend multi-agency meetings, representing the council and coordinating agency involvement as needed.

	12.
	Respond to tenant enquiries, including Stage 1 complaints, MP and Cllr enquiries within required timescales, ensuring accurate records are kept of all interactions and that responses align with the council’s service standards.

	13.
	Collaborate and partner with other teams within Housing, Wellbeing & Communities, as well as with other council departments and external agencies, to ensure comprehensive service provision.

	14.
	Undertake continuous professional development to stay abreast of industry trends, best practices, and legislative changes relevant to the role.

	15.
	Lead by example by demonstrating professionalism, integrity, and a commitment to the One Arun culture framework, focusing on trust, communication, respect, and kindness. Foster an environment of teamwork, collaboration, and open communication.

	16.
	Prepare regular reports on property conditions, resident outcomes, and service performance. Provide insights for improvements and track service against performance measures.

	17.
	Support and participate in projects aimed at improving service efficiencies and enhancing customer experience.

	18.
	Foster a customer-centred approach by contributing to excellent service delivery. Engage in resident-focused initiatives. Take ownership of customer satisfaction and contribute to a culture of excellence.

	19.
	Utilise software systems and databases effectively to maintain accurate record-keeping. Support compliance with relevant Council policies, including GDPR, safeguarding, and health and safety standards.

	20.
	Undertake any other duties as required by the Housing Options Management Team to support the smooth running of the service.



Additional information 

	1.
	Not responsible for staff.

	2.
	No budget responsibility. 

	3.
	The postholder is expected to work to service delivery standards set by others.



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          

	Relevant qualifications in housing management or a related field are desirable, specifically a CIH qualification or similar.
	
	x

	A level’s or equivalent; further education in housing, social work, or a related field is desirable.
	
	x

	Training in safeguarding and housing law is advantageous.
	
	x

	Experience

	Proven experience in housing management, social services, or a related field.
	
	x

	Experience working with vulnerable individuals and families, particularly those experiencing homelessness or housing instability.
	
	x

	Experience in case management and providing support services to residents.
	
	x

	Experience in income recovery and managing rent arrears.
	
	x

	Proven experience of working under pressure and manage competing priorities.
	
	x

	Knowledge

	In-depth knowledge of housing legislation and regulations related to temporary accommodation and homelessness.
	
	x

	Understanding of the challenges faced by homeless individuals and families and the support services available to them.
	x
	

	Familiarity with health and safety standards for housing and property management.
	
	x

	Knowledge of income recovery processes and best practices.
	
	x

	Proficiency in using housing management systems and IT tools for case management and reporting.
	x
	

	Behaviours

	Consistency: Maintains standards, 
behaviours and fair decision making at work, correlating actions to opinions.
	x
	

	Integrity: Builds trust by meeting all commitments, demonstrates honesty and integrity and acts as a role model.
	x
	

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions.
	x
	

	Transparency: Openly and honestly conveys information as they know it.
	x
	

	Inclusivity: Considers the wider needs of 
others when communicating and encourages tolerance and respect in others.
	x
	

	Supportive: Builds a supportive work environment by being available, actively listening and providing constructive advice or suggestions.
	x
	

	Competencies

	Collaborative working: Pulls the team together, can work in collaboration internally/externally to achieve an end result.
	x
	

	Communication (written/oral): Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels.
	x
	

	Customer focus: Able to gain insight into 
customer needs to build and deliver solutions that meet expectations and maintain effective relationships.
	x
	

	Initiative: Is resourceful and able to work and make decisions with limited supervision.
	x
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a 
network of contacts.
	x
	

	Influence: Understands internal and 
external politics and is able to wield influence effectively, tailoring actions to achieve the impact needed.
	x
	

	Other 

	
	Yes
	No

	Does this role require an Enhanced DBS (Disclosure and Barring Service) 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 license 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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