Warwick District Council – Job Description

Job Title: 		Temporary Accommodation Facilities Officer

Post Number: 	

Service Area: 	Housing Advice 

Hay Approval Date: 

WDC Grade (following Hay approval): F

Purpose of job
To ensure temporary accommodation properties are safe, functional, and ready for occupation through effective management of voids, property inspections, basic repairs, furnishing, and access control.
The postholder will play a key role in maintaining property standards, minimising void turnaround times, and ensuring accommodation is suitable for residents, often in urgent or vulnerable situations.
The role also supports the wider Housing team by providing a responsive, practical, and customer-focused estate and property management service within temporary accommodation settings.

	Main responsibilities
(Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one).
	%


	 Inspect temporary accommodation properties following voids to assess condition, cleanliness, and readiness for re-letting 
 Identify and carry out basic repairs (e.g. minor plumbing, furniture fixes, safety issues) where appropriate 
 Report and escalate larger repairs to relevant contractors, ensuring timely completion 
 Ensure properties meet required standards before occupation, including safety and hygiene checks 
Monitor void turnaround times and take proactive action to minimise delays

	
35%

	Assemble, install, and arrange furniture and basic household items within temporary accommodation 
Ensure properties are fully equipped in line with Council standards for incoming residents 
Replace or remove damaged or unsafe furniture as required 
Maintain stock of furnishings and report shortages
Carry out regular building inspections across temporary accommodation sites 
Check communal areas, safety features, and general condition of buildings 
 Identify hazards or maintenance issues and take appropriate action 
Ensure compliance with health and safety standards

	15%

	 Manage key allocation and access for residents, staff, and contractors 
 Maintain accurate records of key issue and return 
Secure properties during void periods and after works are completed

	10%

	Conduct visual safety checks, including fire safety awareness within properties and communal areas 
Ensure properties are free from hazards prior to occupation 
Report safeguarding or welfare concerns appropriately 
Support adherence to housing and property compliance standards

	10%

	 Act as a point of contact for residents within temporary accommodation 
 Provide basic guidance and support to residents, particularly those in vulnerable situations 
Respond to queries and liaise with Housing Officers where required 
Promote a safe and respectful living environment

	10%

	 Support coordination with contractors for repairs, cleaning, and maintenance 
Monitor quality and completion of works within temporary accommodation 
Ensure reported issues are resolved efficiently

	5%



Organisation
(The chart below shows the hierarchy and how the job relates to its immediate supervisor and colleagues). 

Housing Manager Temporary Accommodation
Temporary Accommodation Team leader
Temporary Accommodation Premises Officer



Scope for Impact
(The following two or three examples describe the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities). 

· The postholder will work with other teams, services and agencies to promote initiatives to ensure that an effective and responsive service is delivered to customers.  Will need to react and respond quickly in certain situations. 

· The role requires excellent communication skills and requires regular contact with customers with different needs and varying degrees of vulnerability. The post holder will need to be able to spot safeguarding concerns and report accordingly.

     The Role Plays a key role in reducing void times and improving service efficiency


Challenges 
(The description below highlights the most difficult, complex or challenging part of this job and explains why). 

· The postholder carries out an integral in the safety an compliance in temporary accommodation.

· The post holder must be able to work flexibly and independently with minimal supervision and be able to effectively manage their workload across multiple temporary accommodation sites. 

· The post holder will work on their own for the majority of the time without direct supervision and will need to take action without referral to a manager and be accountable for decisions made.

· Communication is a key aspect of this role which includes a calm, understanding and decisive approach. The post holder needs the ability to adapt to changing situations, environments, tasks as well as most importantly people and personalities.  For many contractors and customers this role is the face of WDC.

· The post holder must be willing to work outdoors, in all weather, visiting several locations daily and be able to prioritise workload accordingly to meet service demand.  The postholder must be able to lift and move heavy and bulky items, including Mattresses and furniture. 

· The post holder must be willing and able to assist customers in a variety of situations and be tactful / understanding when dealing with difficult situations, ensuring problematic issues are reported / dealt with accordingly. 

Additional Information

(Detailed below is an explanation of any aspects of the job that have not been adequately covered in previous sections). 

· All members of staff have a duty to participate in the WDC Appraisal process and take responsibility for identifying their own professional and career development needs. 

· All members of staff have a responsibility to comply with Warwick District Council’s Code of Conduct, Equal Opportunities and Health and Safety Policies.

· The post holder is required to wear a uniform and protective clothing where applicable, whilst on duty.  

· The post holder will be required to perform other such duties as appropriate to the qualifications, experience and salary band as reasonably required.

· The post holder will be responsible for ensuring their own health and safety, as well as that of the colleagues and customers is maintained when on site. 

· The post holder will be expected to comply with Council policy, including in relation to their responsibilities for safeguarding and promoting equality.

· The post holder will be expected to adopt and work in accordance with the Council’s values and be prepared to work weekends. 


















Warwick District Council – Person Specification

Attributes:

Job Specific Qualifications & Experience 

Essential: 
· Experience of delivering customer-focused, quality services, ideally within housing, temporary accommodation, or property-related environments 
· Minimum of 2 years’ experience in a similar role involving property checks, maintenance, or estate/TA management 
· Experience working directly with tenants and/or vulnerable individuals, demonstrating empathy and professionalism 
· Experience inspecting properties, managing voids, or preparing accommodation for occupancy 
· Experience of carrying out or coordinating minor repairs, property set-up, or maintenance tasks


Non Job Specific Qualifications & Experience

Essential: 
· Minimum of 3 GCSEs at grade C/4 or above (or equivalent), including English and Maths 
· Strong communication skills, both written and verbal 
· Experience of monitoring contractors or coordinating works to completion 
· Basic IT skills for recording inspections, property updates, and reporting issues

Job Specific Knowledge, Skills & Abilities

Essential:
· Ability to assess property condition and identify required repairs or improvements quickly and accurately 
· Practical skills in carrying out minor repairs, maintenance, and furniture assembly 
· Ability to manage void properties efficiently, ensuring they are safe, clean, and ready for occupation 
· Good understanding of health and safety in residential or temporary accommodation settings 
· Ability to work independently, make sound decisions, and prioritise workload without direct supervision 
· Flexible and proactive approach to problem solving, particularly in fast-paced or reactive situations 
· Ability to respond calmly and effectively when dealing with urgent situations or vulnerable residents 
· Strong organisational skills, including managing keys, access, and property records   Ability to undertake physical tasks including moving furniture, assembling items, and basic cleaning 
· Willingness to work across multiple sites and adapt to changing priorities

· Full, current UK driving licence and access to a vehicle for work purposes 
· Ability to handle sensitive situations with discretion and professionalism 
· Awareness of safeguarding responsibilities and ability to report concerns appropriately


Desirable: 
· Experience working within temporary accommodation or homelessness services 
· Understanding of void turnaround processes and performance targets 
· Knowledge of housing standards, property compliance, or health and safety regulations within residential settings 
· Experience working in a local authority or social housing environment



Non-Job Specific Knowledge, Skills & Abilities

Essential:
· Excellent customer service skills 

· Excellent time management and organisational skills to effectively manage a busy workload.

· Sensitivity to political considerations.

· Ability to achieve own targets.

· Effective influencing, negotiation and advocacy skills.

· Good written and verbal skills, and confident in talking to customers. 

· Act tactfully and with sensitivity and courtesy at all times.

· Excellent IT Skills.

· Excellent team working skills.  

Other Requirements

Essential:


· A willingness to undertake training appropriate to the job.

· A flexible approach to meet the ongoing needs of the Service Area and Council as a whole.

· Must be aware of and/or have the ability to develop an awareness of Equal Opportunities issues and to comply with Warwick District Council’s Equal Opportunities Policy Statement  

· Willingness to work outside of standard shift hours when necessary.

· A full UK driving licence and access to a vehicle.

· Awareness and understanding of the importance of equality and the ability to translate this into daily working practices and approach.







