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	Job Purpose

	The provision of  a high-quality housing advice and homelessness prevention service through the interview and assessment of individuals who are homeless, threatened with homelessness, or in housing need. Gathering and accurately recording relevant information, carrying out statutory homelessness and prevention assessments under the Housing (Wales) Act 2014. Delivering realistic housing advice and support to help customers understand their options, prevent homelessness wherever possible, and secure appropriate housing solutions that meet their identified needs.


	Principal duties and responsibilities:

	1. Provide a comprehensive housing advice, homelessness prevention and relief service, undertaking assessments, interviews and casework to help customers secure and sustain suitable accommodation whilst ensuring compliance with housing legislation and statutory duties.
2. Manage a caseload of homelessness and housing advice cases, conducting enquiries, gathering and assessing evidence, maintaining accurate records and making timely recommendations and decisions to achieve positive customer outcomes.
3. Identify, develop and deliver appropriate housing solutions, including homelessness prevention measures, private rented sector options, temporary accommodation and financial assistance, to prevent or relieve homelessness and meet identified housing needs.
4. Undertake statutory homelessness assessments and decision-making, preparing legally compliant decisions and correspondence, advising customers of their rights and ensuring all actions are carried out in accordance with relevant legislation, guidance and policy.
5. Develop and maintain effective partnerships with internal services, landlords and external agencies, coordinating interventions, referrals and joint working arrangements to support vulnerable individuals and promote sustainable housing outcomes.
6. Contribute to the effective delivery of the Housing Advice Service by administering homelessness prevention resources, responding appropriately to safeguarding and high-risk situations, maintaining professional knowledge and supporting the achievement of service objectives and performance targets.


	Responsibility for People – Supervision/Management:

	1. There is no requirement for the supervision of other members of staff in this post.


	Decision making, Planning requirements and Procedural context of the role:

	1. Assess and determine appropriate housing prevention and homelessness interventions by gathering, verifying and evaluating information from customers and partner agencies, applying relevant housing legislation, statutory guidance, policy and case law to identify suitable housing solutions and achieve positive customer outcomes.
2. Exercise professional judgement when managing a caseload of homelessness and housing advice cases, prioritising workloads, planning interventions and determining reasonable steps to prevent or relieve homelessness, ensuring legal duties are met within prescribed timescales.
3. Make recommendations and statutory decisions on homelessness applications, including eligibility, duty owed, referrals to other local authorities, temporary accommodation requirements and review rights, in accordance with the Housing (Wales) Act 2014, associated legislation, guidance and established procedures.
4. Determine the most appropriate use of homelessness prevention resources and funding within delegated authority, ensuring available assistance is targeted effectively to prevent homelessness, secure accommodation and achieve value for money whilst meeting service objectives.
5. Identify and respond to safeguarding, welfare and high-risk situations, determining when referrals, joint working arrangements or escalation to senior officers or external agencies are required to safeguard customers and ensure appropriate support is provided.
6. Plan and coordinate work with internal departments, landlords and partner organisations, arranging assessments, referrals, temporary accommodation placements and joint interventions to ensure cohesive service delivery and improved housing outcomes for customers.
7. Operate within clearly defined legislative, regulatory and procedural frameworks, applying discretion to individual circumstances whilst ensuring decisions, recommendations and case management activities remain consistent with statutory requirements, Council policies and professional standards.
8. Maintain accurate and comprehensive case records and documentation, ensuring decisions, actions and outcomes are evidenced appropriately to support legal compliance, performance monitoring and effective service delivery.


	Communication and Nature of Contacts with others:  

	1. Communicate daily with customers who are homeless, threatened with homelessness or in housing need, through face-to-face interviews, telephone conversations, home visits, correspondence and digital communication, to gather information, assess circumstances, explain legal rights and housing options, and agree appropriate actions to prevent or relieve homelessness.
2. Engage and communicate effectively with vulnerable individuals and households facing complex personal circumstances, demonstrating professionalism, empathy, resilience and sound judgement when handling sensitive and challenging situations.
3. Liaise regularly with internal Council services, including Children's Services, Adult Services, Housing, Revenues and Benefits, and Safeguarding teams, to share information, undertake joint assessments, coordinate support and ensure customers receive appropriate and integrated services.
4. Work in partnership with a range of external agencies, including health services, hospitals, probation services, prisons, police, drug and alcohol services, support providers and third-sector organisations, to obtain and verify information, make referrals, coordinate interventions and improve housing outcomes for customers with complex needs.
5. Develop and maintain effective working relationships with private landlords, letting agents and accommodation providers, providing advice on housing matters, negotiating housing solutions where appropriate and supporting the prevention of homelessness and the sustainment of accommodation.
6. Prepare and communicate formal written correspondence, including statutory decision letters, referrals, notifications, case records and reports, ensuring information is accurate, legally compliant and clearly explains decisions, duties, rights and available housing options.
7. Provide advice, guidance and information to colleagues, customers and partner organisations on homelessness prevention, housing legislation, entitlement and housing solutions, contributing to consistent service delivery and informed decision-making.
8. Participate in multi-agency meetings, case discussions and service coordination arrangements, representing the Housing Advice Team, contributing professional advice and information, and supporting the development of coordinated plans to meet customer needs and achieve positive housing outcomes.
9. Maintain regular communication with managers and team colleagues through supervision, case reviews, duty arrangements and performance discussions to support effective caseload management, service delivery and achievement of team objectives.

	Job Working Environment:

	1. The role is primarily office based and customer facing, involving regular contact with customers through face-to-face interviews, telephone discussions and correspondence. With the requirement to undertake home visits and attend meetings at external locations as part of homelessness prevention and assessment activities. 
2. The role frequently involves working with vulnerable individuals and households who may be experiencing homelessness, financial hardship, relationship breakdown, domestic abuse, substance misuse, mental health difficulties or other complex personal 


	Person specification – Qualifications, Knowledge, Experience & Skills
	Essential
	Desirable

	1. Educated to degree level or equivalent, or holding a relevant professional qualification in Housing, such as CIH Level 4, or able to demonstrate equivalent knowledge and experience.
	

	 

	2. Detailed knowledge of housing, homelessness and related legislation, including an understanding of the Housing (Wales) Act 2014, housing options, homelessness prevention and statutory housing duties and their applications.
	

	

	3. Significant level of experience of assessing customer needs and circumstances, applying policy, legislation or procedural frameworks to determine appropriate outcomes and support.
	
	


	4. Proven ability of managing a varied caseload, including prioritising competing demands, maintaining accurate records and meeting statutory or service deadlines.
	

	

	5. Evidence of extensive experience of interviewing, advising and supporting members of the public, particularly vulnerable, disadvantaged or socially excluded individuals and households.
	
	


	6. Ability to communicate effectively both verbally and in writing, including conducting sensitive interviews, preparing correspondence and explaining complex information clearly to a range of audiences.
	

	

	7. Proven ability to build positive working relationships with customers, colleagues, landlords and partner agencies, contributing effectively within a multi-agency environment.
	

	

	8. Successful track record of using problem-solving, negotiation and customer-focused approaches to identify practical housing solutions and achieve positive outcomes for customers.
	
	


	9. Ability to work independently and as part of a team, demonstrating initiative, professionalism and sound judgement whilst working with minimal supervision.
	

	

	10. Ability to organise and prioritise workloads effectively, working accurately within a fast-paced environment and consistently meeting performance targets and deadlines
	
	


	11. Competence in the use of IT systems and digital applications, including Microsoft Office packages and case management or other database systems used to support service delivery.
	

	

	12. Able to demonstrate commitment to equality, diversity and inclusion, continuous professional development and flexible service delivery, including a willingness to undertake training, work outside normal hours when required.
	

	

	13. Possession of a full driving licence with access to transport for work purposes
	

	

	14. Ability to speak Welsh 
	
	


	General Responsibilities:

	Corporate 
To actively support and ensure compliance with the Safeguarding Policy, Health & Safety Policy, Equal Opportunities Policy and Data Protection Policy.  

You may be required to undertake such other duties as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation.
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