SEVENOAKS DISTRICT COUNCIL
COMMUNITIES AND BUSINESS TEAM
	JOB  DESCRIPTION


	TITLE OF POST
	Housing Advice Officer 

	
	

	POST NO.
	

	
	

	SECTION
	Housing Advice, Communities and Business Team

	
	

	GRADE
	D

	
	

	RESPONSIBLE TO
	Homelessness Prevention Manager and Senior Housing Officer


Purpose of Post
· To work as part of the Housing Advice Service within the Communities & Business Team, to provide proactive advice, information and support to customers to prevent homelessness and proactively stop evictions, as per the Homelessness Reduction Act 2017.  
· To assess and investigate the needs of people who are homeless or at risk of homelessness.  To undertake referrals, where appropriate, to temporary accommodation and support services in accordance with appropriate legislation and to provide good quality housing advice to all customers.

· To work on the Council’s Private Sector Lettings (PSL) scheme to provide an efficient service to support landlords and tenants regarding quality private rented homes.
· To provide assistance as necessary for any housing related projects or initiatives undertaken or supported by Sevenoaks District Council.

Key Activities

· Work with the team to assist the Senior Housing Officer and Homelessness Prevention Manager to provide a proactive and effective housing advice service to prevent customers from becoming homeless. 
· To deliver very high standards of customer service, when dealing with complex, sensitive and difficult issues, to maximise crisis support and ongoing sustainable outcomes for customers.
· To investigate and deal with all potential cases of homelessness occurring within the District.  To fully assess homeless applications and implement appropriate decisions in accordance with Housing legislation.

· To deliver the high quality frontline housing advice and homelessness prevention service to deal with customer enquiries efficiently at all times.  This includes dealing with telephone and face-to-face customer enquiries relating to homelessness and housing advice.
· To develop and maintain excellent communication links with internal teams such as: Council Tax, Health, Housing Benefit and Housing Standards and with external partners including the voluntary sector, housing associations, government agencies, landlords and local support services to meet the needs of customers.

· To work proactively with landlords and colleagues to provide an effective PSL scheme offering rent in advance and deposit bonds to support and enable people to rent privately. This includes working with the Council’s Housing Standards Team to improve property conditions in the District.

· To carry out written housing needs assessments and deliver subsequent agreed actions with customers as part of personalised housing action plans to prevent and relieve homelessness, in accordance with the Homelessness Reduction Act 2017.

· To maintain accurate housing records and input information on a computerised housing case management system.

· To organise, as necessary, the placement of families into bed and breakfast or other temporary accommodation, arrange furniture storage and resolve issues arising from families or other applicants placed in temporary accommodation.

· To participate in Housing’s ‘Out of Hours’ arrangements, on a rota basis, for which a salary supplement will be payable.
· To assist in dealing with any emergency housing situations and associated matters. To provide advice and assistance concerning illegal evictions or harassment.   
· To liaise as necessary with registered social and private sector landlords and other voluntary & statutory agencies regarding the provision of housing for homeless families, housing applications and support services to meet the needs of the customer.

· To assist as requested with any housing initiatives regarding homelessness or other aspects of housing.

· To be innovative and forward thinking to assist the Homelessness Prevention Manager to develop the service and to make service improvements to enhance customer service delivery.

· To participate in any relevant training for the duties of this post and to achieve the key objectives of your role and core values of the Council.

· Ensure compliance with the Council’s procedures and policies including finance, performance, HR, governance, health and safety, lone working, safeguarding, information management and equalities.

· To comply with the Council’s Customer Standards.

· To participate fully in the Councils staff appraisal scheme.
· To embrace the values and behaviours of the Council. 
· To carry out other duties as may be reasonably required by the Senior Housing Officer, Homelessness Prevention Manager, Head of Housing and Health or Chief Officer.

Location
This post is based at the Council Offices, Argyle Road, Sevenoaks.
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	PERSON SPECIFICATION
	

	
	
	

	TITLE OF POST
	Housing Advice Officer 

	
	
	

	POST No
	
	

	
	
	

	
	Essential
	Desirable

	· Approach
	· Ability to liaise and work effectively with members of the public, colleagues and partners 

· Able to work as part of a team combined with the ability to use own initiative with minimal supervision
· Positive approach to achieve the best possible outcomes for customers

· A flexible and reliable attitude to the work at all times
· Good attention to detail and ability to keep accurate records
· Able to work outside office hours to provide an ‘out of hours’ service on a rota basis

· Forward thinking and innovative to improve service delivery and customer satisfaction


	· Ability to motivate and inspire others 



	· Skills/Experience
	· Fluent in English and a high level of proficiency in maths, both to a level of at least GCSE Grade C or equivalent qualification

· Extensive working experience of homelessness & related housing issues

· Current knowledge and understanding of Part VII of the Housing Act 1996 and Homeless Act 2002 (as amended)

· Excellent verbal, listening and written communication skills

· High standards of  customer service skills

· Ability to organise and prioritise own workload whilst working under pressure
· Negotiation and influencing skills to create housing solutions

· Experience in implementing key decisions based on housing related legislation

· Strong IT skills including Microsoft packages and keyboard skills
	· Experience working in local government

· Experience of housing case management systems

· Trained on the Homeless Reduction Act 2017 



	· Other
	· Full current driving licence and car for business use

· Willingness to undertake any relevant training for the post.

· Proactively support the Council’s values and culture
· Willing to undertake an enhanced DBS check
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