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	Job Title 
	Nightly Paid Accommodation Liaison Officer

	Team
	Housing Options
	Grade
	7

	Reports to
	Housing Options Team Leader

	Date
	September 2026



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 ensure the effective procurement, oversight, and quality of nightly paid and temporary accommodation by working with providers and households, carrying out inspections, managing financial contributions and debts, and supporting clients to access suitable, sustainable housing options in line with legislation. 




Key areas of focus:
	1.
	To assist with the procurement and management of contracts relating to providers of nightly paid accommodation

	[bookmark: _Hlk146096760]2.
	Undertake Housing Health and Safety Rating System (HHSRS) inspections

	3. 
	Undertake visits and inspections of nightly paid and temporary accommodation

	4.
	Work proactively with households and accommodation providers to address concerns arising throughout the occupancy.

	5.
	To monitor and report on the collection of nightly paid accommodation contributions. 

	6.
	To monitor and manage any relevant payment plans and ensure the collection of housing related debts

	7.
	To advise clients on affordability and benefit entitlements to work towards alternative accommodation options

	8.
	To work collaboratively with the Private rented sector liaison officer and temporary accommodation officers.

	9.
	To maintain up to date knowledge of relevant housing, homelessness and welfare law and regulations.

	10.
	To support the wider housing options team including responding to phone calls and emails. 

	11.
	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.

	12.
	To positively represent and promote Arun District Council, at all times.

	13.
	To develop effective working relationships with internal and external customers, colleagues and agencies to ensure the highest standards of service are achieved.

	14.
	Any other duties that are appropriate with this post.



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

	2.
	Not responsible for budgets.

	3.
	Service delivery
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          

	HHSRS qualified or prepared to undertake the course. 
	X
	

	Level 3 Housing qualification or ARLA/lettings qualification
	
	X

	Educated to A-level standard or equivalent  
	X
	

	Experience

	Relevant experience and knowledge of housing advice and welfare benefits. 
	X
	

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

	Preparing and presenting data 
	X
	

	Experience in income recovery and managing rent arrears.
	
	X

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

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

	Knowledge

	Knowledge of housing legislation and regulations related to temporary accommodation and homelessness.
	X
	

	Knowledge of income recovery processes and best practices.
	X
	

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

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

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

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

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

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

	Will the post-holder be driving an Arun Fleet 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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