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	Post Title
	Neighbourhood and Income Support Officer

	Post Level
	Service Delivery level 3

	Service Area
	Environment Housing and Leisure

	Grade
	Grade 9

	Post Level Descriptor

	Reports to the Welfare and Tenancy Support Manager. Is responsible for/ or is the professional lead in specialist area of work. Contributes to the overall performance and objectives of the service area.

The purpose of the role is to help Housing Neighbourhood Service to sustain tenancies, maximise income by reviewing data streams, tread analysis and market researching.

The post holder will prioritise their own work to meet the needs of the reporting cycle. They will also work closely with other colleagues in Housing Neighbourhoods. 

Will be a role model and ensure staff are living the organisational values of:

Aspire to be better

Enable others

Deliver on promises

	Purpose of the Post

	· Assisting the management team to project planning over the medium term.
· Ensure regular communication and engagement with the teams
· To ensure staff are high performing and clear on objectives through one to one supervision and the IPR process
· To take responsibility for the Health and Wellbeing of yourself and team

· The post-holder will be accountable for the smooth operation of these information flows once the processes have been agreed with the Welfare and Tenancy Support Manager

· To perform to high standard and encourage personal development, flexibility and responsibility for yourself and team 
· Ensure self and team have the highest regard for customer service, whilst effectively managing the demand for services.
· The post-holder will respond to queries about data received from reporting users and resolve or escalate the issues identified through these queries. They will also make minor version changes to reports and dashboards and develop and implement new reports and dashboards as required.

· To use appropriate communication methods to deliver corporate messages to employees and deliver on promises
· To fulfil responsibilities as a corporate parent
· Contributes to the development of longer-term plans and projects.
· Uses specialist knowledge to develop plans, activities and processes to ensure best practice and to meet Council objectives.
· Considers the impact of actions on wider Council initiatives.
· Communicates with a range of stakeholders in the application of the role.
· Inputs into the development of corporate policy or practice.
· To take a proactive approach to continued professional development and keep an up to date knowledge of legislation and best practice within own specialist area.


	Service Specific Tasks

	· To understand the needs of all the stakeholders affected by Welfare Reform, by assisting the development and delivery communications strategy by analysing and using the statistical data
· To analyse the impact of the changes on our tenants, develop new initiatives to support tenants and provide training to staff on new ways of working to minimise the impact.
· Assist the Housing Service Manager to develop and monitor key performance indicators in relation to rental income and debt management 
· To develop partnerships with key agencies which facilitate the delivery of financial support and good practice.
· To assist the Welfare and Tenancy Support Manager, to manage the impacts of Welfare Reforms
· To manage a small team take full responsibility for the achievement of the best possible performance and the most   efficient use of resources with team.
· To ensure that the Neighbourhood and Welfare and Tenancy Support Managers are updated on performance, weekly reports on targets and highlighting risks and projections. 

· To ensure audits of the Housing & Income Management processes and procedures are carried out and reported on. 

· To ensure that the service is up to date with any DWP legislation surrounding Welfare Reforms 

· Willing to carry out a similar job role in other service areas as required
· To attend meetings on occasions on behalf of the Welfare and Tenancy Support Manager 
· Implement dashboards designs as required

· To keep up to date with relevant legislation and guidance on housing related benefits.

· To interpret data, analyse results using statistical techniques and provide ongoing reports

· To develop and implement databases, data collection systems, data analytics and other strategies that optimize statistical efficiency and quality

· To filter and “clean” data by reviewing computer reports, printouts, and performance indicators to locate, identify and correct code problems

· To work with the Welfare and Tenancy Support Manager and the Neighbourhood Services Manager to prioritise business and information needs

· To identify and define new process improvement opportunities



	Performance standards

	· The need 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 the Data Protection Act 2018 and the principles enshrined within it in respect of personal information held by the Council
· The need to observe and implement the Authority’s information governance policies and procedures, including the security of information assets and data.
· Willing to carry out a similar job role in other service areas as required.

· Demonstrates flexibility in their approach to work

· Creates an environment which enables individuals to speak up and challenge.


	Competency Requirements  

	· Engaging People Level 2- Influencing others through communications and engaging effectively with key stakeholders

· Delivering On Or Promises Level 2 - Aspiring, motivating and encouraging teams and individuals to deliver excellent services
· Delivering On Customer Outcomes Level 2 - Developing a responsive customer-focused service

· Enabling Change Level 2 - Proactively leading and building a momentum for change in services and seeing it through

· Aspiring To Be Better Level 2 - Facilitating a learning culture within the service, enabling others to gain knowledge, learn new skills and meet challenges 

· Working Together Level 2 - Developing and promoting co-operation by working with internal and external partners to plan, develop and deliver positive outcomes for customers




	Person Specification

	Responsible To

	Welfare & Tenancy Support Manager 

	Responsible For


	Universal Credit Portal Officer


	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to use relevant specialist knowledge in order to develop solutions or deal with issues within the area of specialism
Effective organisational skills, including a demonstrable track record of success prioritising own workload and working as part of a team to deliver objectives on time, to budget and to specification 

Ability to work under pressure, by prioritising on a daily basis their workload.

Good Oral and written communication skills.

Ability to prepare and write letters/reports and completion of forms.

Proficient in the use of relevant computer software

packages and databases e.g. Microsoft Office Suite

Attention to detail & Ability to meet deadlines

Experience of the use of software to produce statistical reports.

Technical expertise regarding data models, database design development, data mining and segmentation techniques

Knowledge of and experience with reporting packages (Business Objects etc), databases (SQL etc)

Knowledge of statistics and experience using statistical packages for analysing datasets (Excel, SPSS, Alteryx, Tablaeu, SAS etc)

Strong analytical skills with the ability to collect, organise, analyse, and disseminate significant amounts of information with attention to detail and accuracy

Adept at queries, report writing and presenting findings


	Knowledge of housing procedures and practices

Knowledge of benefit and income maximisation
	

	Qualifications and Training
	Minimum of 5 GCSE’s (grade C or above) equivalent, including English and Maths or qualification in Housing and/or relevant Management qualification.


	Relevant qualification in Housing, or business management, customer services, debt management/collection, data analysis or equivalent.


	

	Experience
	Experience of project management principles
Experience of budget management

Experience of planning for and leading change.

5 Years Experience in Housing Field 
Experience as a data analyst or business data analyst
	
	

	Special Requirements
	Must be able to meet the travel requirements of the role/or must be able to travel to all parts of the borough as part of the role.


	
	


