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Person Specification

Job Title: 
Housing Officer
Service: 
Housing
Role Profile reference: PC3
	Essential Requirements
	Method of Assessment

	Experience/Education/Training
· Experience of working within a housing, homelessness or support related service

· Experience of creating partnerships with providers of temporary accommodation and private landlords
· Finance – have experience of dealing with invoices, processing of payments and maintaining excel spreadsheets to ensure accuracy.
· Experience of collating information/research for safeguarding meetings   
· A good understanding of the Homeless Reduction Act 2017.
· Experience of working with a range of partners to deliver innovative housing solutions, particularly regarding the use of temporary accommodation
	Application Form/ Interview

	Skills/knowledge and Ability
· Knowledge of Housing and Homelessness legislation
· Ability to deal with people effectively and sympathetically in sometimes difficult and sensitive situations

· Ability to liaise with other agencies in order to achieve the best results for all concerned
· Good verbal and written communication skills including excellent IT skills 

· Able to deal with opinions and feelings as well as facts, figures and numerical data
· Ability to organise a caseload and work with minimum supervision but also be able to work as part of a team and support other colleagues in their roles


	Application Form/ Interview

	Work Related Behaviours

· Able to persuade, negotiate and influence effectively
· Be socially confident and self-assured when meeting new people
· Be able to adapt behaviour to suit the situation or customer

· Able to deal with opinions and feelings as well as facts, figures and numerical data
· Able to pay attention to detail
· Able to see tasks through to completion, ensuring they are completed on time or to deadlines and to a high degree of accuracy
· Able to be innovative and creative
· Able to conceal emotions or feelings in the workplace

	Application Form

	Work Related Circumstances
· Commitment to Equal opportunities 
· Ability to meet the travel requirements of the post.
· Compliance with health and safety rules, regulations and legislation
· Flexible and willing to work outside normal working hours when required.

	Application form
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