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	For HRU use only
	DBS3361


	Directorate
	Environment, Housing and Leisure

	Section/Location
	Housing, Housing Options Team

	Post Title
	Housing Advice Officer

	Permanent/Temp
	Permanent

	Grade
	8

	Responsible to
	Housing Options Team Leader

	Responsible for
	N/A

	Job Purpose

	To assist the Housing Options Team Leader in responding to applications for housing need assessment and advice and in delivering housing services to people in the community.


	Job Content

	· To process requests for housing needs assessment and housing advice, particularly requests from potentially homeless applicants.

· To provide an interviewing, investigation, advice and assessment service for this purpose.

· To monitor and report on any inconsistencies arising in the operation of this service.

· To prepare and produce statistics and other information relevant to the service as required.

· To build and maintain working relationships with other agencies and services for the benefit of service users.


	Performance standards

	· The need to adhere to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with GDPR and the principles enshrined within it in respect of personal information held by the Council
· The need to provide an assessment and advice service in the areas of homelessness and housing need which is accessible, consistent and responsive to individual needs and circumstances.


	Working conditions

	Working within the Housing Options Team.

Considerable time spent interviewing members of the public in office interview rooms.

Some home visits required.




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Knowledge of homelessness legislation and homelessness issues
Communication skills, oral and written
Listening skills
Ability to use initiative to work independently and as part of a team
Ability to deal sympathetically with customers in stressful circumstances
Ability to keep accurate records

	Detailed knowledge of homelessness legislation
Knowledge of Landlord and tenant law
Matrimonial law
Welfare benefits
Debt counselling
Council’s housing policies
Basic Children Act
Basic Safeguarding
Computer literacy

	Application Form

Interview Questions

Test

Past Experiences

References.

	Qualifications and Training
	5 GCSE at Grade C or above


	Professional Housing Qualification 

 Have attended training courses on items in the desirable skills or knowledge above
	Application form.

Interview.

Certificates.

 

	Experience
	Working one to one with the public

	Experience as a Homelessness Officer, Housing Advice Officer, or related discipline
	Application form. 

Interview.

References.

	Special Requirements
	Patient
Flexible
Organised
Non judgemental
Non discriminatory
Sympathetic attitude towards problems experienced by homeless people and others in housing need

	
	Interview. 

References.
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