

DARLINGTON BOROUGH COUNCIL

ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES
JOB DESCRIPTION

	POST TITLE :  


	Management Plus Officer  

	PAY BAND:


JOB EVALUATION NO.


	Band 8
A656

	REPORTING RELATIONSHIP


	Housing Team Leader   

	JOB PURPOSE:

	To Assist with the implementation of Darlington Borough Council’s tenancy sustainment policy by providing a pro-active and dedicated service to customers, giving timely advice and assistance to encourage responsible rent payment and promote tenancy sustainability. This will involve the post holder visiting clients in their own home.

  

	POST NO - 

PDR COMPETENCY FRAMEWORK


	D13561
Level 1, Expected Competencies for all employees




MAIN DUTIES/RESPONSIBILITIES

1. To work in partnership working to ensure that vulnerable tenants are provided with support, thus enabling them to successfully manage their tenancy whilst remaining independent.  
2. To provide a comprehensive Housing Benefit and Universal Credit take-up service so that tenants are able to meet their housing costs and to ensure that ‘sign-posting’ to other welfare benefits takes place where appropriate.

3. To prepare publications as necessary and promote take up campaigns as required.
4. To provide assistance to new and existing tenants taking up the Housing Plus service.

5. Carrying out void property inspections and prepare schedule of repair/decoration, arrange and undertake accompanied views, completing all tenancy document and computer records to ensure that properties are let as efficiently and expeditiously as possible.
6. To take responsibility for a designated caseload of tenants requiring tenancy sustainment including the identification of prospective and existing tenants and establishing/agreeing tenancy variation.


7. To be the first point of contact in all matters relating to a sustainment tenancy (e.g. Housing Benefit advice - to ensure that any benefit claims are completed and submitted in a timely manner, anti-social behaviour and arrears advice.) 

8. To work as an integral part of the Housing Services Team in order to give comprehensive advice to tenants about their responsibilities and ensure that their tenancy agreement is adhered to on all tenancy issues.


9. To assess needs of referrals - agree and draw up a sustainment plan, record information, set goals, and review plans at agreed intervals with service user or as necessary. To include employability assessment’s and making referrals to services.
10. To review progress towards achieving set goals with Team Leader with the aim of reducing the service to the point where the tenant can successfully manage a tenancy independently or with the minimum of support.

11. Maintain accurate individual records, access and update in house ICT systems.  Ensure all records are kept safe and confidential in accordance with the Data Protection Legislation.

12. To provide relevant information and advice to vulnerable tenants and make appropriate referrals for those identified with a support need to a floating support scheme or a care service.

13. To assist tenants to obtain basic bank accounts and home contents insurance to help them manage their tenancy.  To ensure that tenants understand how to maximise their income by making referrals as necessary, offering advice and sign posting to other agencies where relevant, including the Darlington Credit Union where a tenancy is at risk.

14. Work in partnership and adopt a multi-agency approach with internal and external partners such as the DWP, Housing Benefits Services, Social Services and other statutory and voluntary agencies in order to provide an effective and co-ordinated service.

15. To manage own performance and collate information in relation to tenancy achievements / failures to ensure that best practice is endorsed and solutions are sought in order to reduce failure rate. To be responsible for your own performance.
16. Respond to written correspondence and verbal enquiries, prepare reports and provide regular articles for tenants/resident’s newsletters.

17. Effective working with Ward Councillors/MP/tenants and their representatives, voluntary and statutory agencies to ensure effective communication and development of good working relations to promote inclusive, sustainable communities.


18. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these.


19. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.


20. Carry out your role in line with the Council’s Equality agenda.


21. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.  


22. Any other duties of a similar nature related to this post that may be required from time-to-time.

23. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

24. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
25. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the Council.
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All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	NVQ Level 3 or equivalent in a housing related field
	
	D

	2
	Institute of Housing Professional qualification
	
	D

	3
	Educated to degree standard
	
	D

	
	Experience & Knowledge
	
	

	4
	Approximately 2 years’ experience of working in a housing environment or related field
	E
	

	5


	At least one years experience of property inspections, including identifying appropriate repair and maintenance needs
	E
	

	6
	Knowledge of accommodation, housing resources and tenant and landlord issues.
	E
	

	7
	Ability to work alone in sometimes difficult environmental situations with clients who have challenging behaviour. 
	E
	

	8
	Experience of the risk assessment process, goal setting and achieving sustainable tenancies
	E
	

	9
	Awareness of Welfare Benefits
	
	D

	10
	Awareness of the political agenda for social housing
	
	D

	
	Skills
	
	

	11
	Ability to create effective working relationships with service users, partners, and agencies
	E
	

	12
	IT literate, capable of using MS

Word/Excel and office packages
	E
	

	13
	Ability to interpret and present written and verbal information effectively including clients with challenging issues. 
	E
	

	14
	Ability to work under pressure and to tight deadlines
	E
	

	15
	Ability to prioritise work and meet deadlines in a challenging and changing environment
	E
	

	16
	Ability to build and maintain relationships with a wide range of audiences
	E
	

	17
	Demonstrate self-motivation and work with minimal supervision
	E
	

	18
	Ability to motivate and empower tenants to take personal responsibility
	E
	

	19
	Ability to communicate both orally and in writing to a wide range of audiences.
	E
	

	20
	Ability to work on own initiative, whilst being an effective team member
	E
	

	
	Personal Attributes
	
	

	21
	Ability to respond to a regular supervision and support in a constructive manner
	E
	

	22
	Ability to demonstrate a commitment to excellence in public service and be used to achieving challenging performance indicators and delivering services that put tenants at the forefront
	
	D

	
	Special Requirements
	
	

	23

	Must be flexible and available to work outside office hours on occasion and according to the needs of the service


	E
	

	24
	Capable of independent travel to carry out the requirements of the post


	E
	

	25
	The ability to communicate at ease with customers and provide advice in accurate spoken English’ 
	E
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