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Job description

[bookmark: _Hlk167448851]Job title: 		Xantura Triage Officer
Post number: 	TBC 
Section: 		HERO Service
Band: 			C
Responsible for: 	0
Responsible to: 	HERO Service Team Leader

Purpose of post:

The post will support Sevenoaks District Council’s Homelessness Prevention Project with Kent County Council and Xantura, alongside any related projects. The Xantura Triage Officer will be required to undertake data analysis, evaluation, and applied research. 

Providing a high quality first point of contact and triage service (face to face, on the telephone and by email) for people who are in crisis, homeless or threatened with homelessness and have dependent children or are pregnant or vulnerable.  

Completing a rapid initial assessment of each customer’s needs and circumstances and establish whether or not they are eligible for assistance under the homelessness legislation and need to be referred to the Housing Options and Solutions Team or passed to the HERO Service for advice and support. 

To organise and prioritise appointments for those that are in crisis, homeless or at risk of homelessness and in housing need, and to provide initial housing related advice.

Key activities:

Specific responsibilities include, but are not limited to:

· Assist in collecting, managing, and analysing data from homelessness, benefits and other data sources for research and evaluation projects related to early intervention to support homeless prevention.
· Support data analysis and research on disparities in homelessness system outcomes and creating strategies for providing equitable access to homeless and housing resources.
· Providing coordination and administrative support (including project support, meeting preparation and documentation) for various internal and external initiatives.
· Generate reports/queries to monitor data quality. 
· Assist to maintain the integrity of the data. 
· Provide support and assistance for the internal user base.
· Participate in webinars, demonstrations, and other presentations, as required.   
· Research and prepare datasets, as requested. 
· Working alongside the HERO Service Team Leader and HERO Service Officer to provide administrative project support to the KCC/ Xantura homeless prevention pilot.
· To be innovative and forward thinking to assist the HERO Service Officers to develop the service and to make service improvements to enhance customer service delivery.
· Acknowledge, respond to, and manage all new enquiries that are received (on the telephone and by email) and, where appropriate, undertake a rapid initial assessment of the customer’s needs and circumstances and signpost them to other organisations or arrange for them to be seen by a member of the Housing Options and Solutions or HERO Service.    
· To assist customers in crisis and or at risk of homelessness with advice, guidance and support on welfare and benefit claims; housing support; homelessness prevention; training and employment options; personal budgeting and money management.
· To maintain accurate and efficient customer records through IT case management systems, monitoring caseloads and customer outcomes, in accordance with the Council’s Data Protection, Safeguarding and Confidentiality Policies.
· To assist with delivery of the frontline Housing Options and Solutions or HERO Service to deal with customer enquiries as required.
· Perform any other duties (appropriate to the grading of the post) that are required by the Head of Housing or the HERO Service Team Leader in order to ensure the delivery of a high quality, responsive and caring service.
· To embrace the values and behaviours of the Council. 
· To comply with the Council’s Safeguarding policy.
· To comply with the Council’s Equal Opportunities policy, and to actively promote equality of opportunity wherever possible. 
· To comply with the Council’s Health and Safety Policy.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
· To participate fully in the Councils staff appraisal scheme.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.

Location

Council Offices, Argyle Road, Sevenoaks, Kent TN13 1HG	
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Person specification

Title of post: 		Xantura Triage Officer
Post number:	 	TBC

	
	Essential
	Desirable

	Approach
	A strong work ethic, integrity, and the highest ethical standards are expected. 

Be dedicated to assisting communities to end homelessness and achieve positive outcomes for customers.

Excellent negotiating and advocacy skills, and the drive and commitment to achieve positive outcomes for customers.

Excellent communication skills (verbal and written) and the ability to influence a variety of audiences, including customers, landlords, lenders, and the courts.

Ability to work effectively as a team member.

Committed to personal and professional development.

Ability to work outside normal office hours when required.

	

	Skills and
experience
	Excellent general office administration skills.

Excellent written communication skills.

Experience of developing and sustaining effective working relationships and works successfully in partnership with other service areas.

Experience of managing a range of tasks, with competing demands, and successfully responding to changing circumstances and priorities.

Proven experience of successfully managing a caseload, undertaking research, and meeting agreed standards and objectives.

Experience of using IT applications, including Microsoft and data input.

Team player able to operate independently when required.

Self-motivated, able to prioritise, bring ideas to the table, and meet deadlines.

Methodological approach in data quality assurance and control.

	Experience of working in a local authority.

	Qualifications
	Good basic education to GCSE A-C standard or equivalent (including Maths and English)


	NVQ level 2 Housing or Customer care or equivalent

	Other
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