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JOB DESCRIPTION

CHILDRENS SERVIVES AND JOINT COMMISSIONING DEPARTMENT
JOB TITLE:
HOUSING OFFICER - PRIVATE RENTED SECTOR 
DIVISION:
HOUSING, STRATEGY, ADVICE AND HOMELESSNESS 
GRADE:
BAND 9 
RESPONSIBLE TO:
PRINCIPAL HOUSING STRATEGY OFFICER 
POST REFERENCE: 
107661
Purpose of Post

To assist with the management, development and provision of a comprehensive Housing Advice and Homelessness service, ensuring compliance with all statutory responsibilities and obligations paying particular attention to the Private Rented Sector.

To assist with the development and implementation of the Housing, Homelessness and Rough Sleeping Strategies
To assist with effective advice, support and guidance to private sector landlords and/or their agents, providing advice and assistance to ensure their compliance with all legal requirements and improving management standards and tenancy sustainment within the sector.

To ensure effective development, delivery and monitoring of the Good Tenant Scheme contributing to improved access to private sector tenancies and assisting applicants to understand and tackle any barriers to them achieving and sustaining a successful tenancy.

Key Relationships

· Housing Advice and Homelessness team 
· Colleagues from wider housing services across the  council  

· Liaises with key staff in other departments of the council

· Liaises with key staff in other Local Authorities

· Liaises with housing providers, particularly landlords and tenants within the private rented sector 
· Liaises with national and regional providers of advice and guidance services

Main Duties and Responsibilities

1. To assist with the management and development of the Council's Housing, Strategy, Advice and Homelessness service, ensuring that statutory responsibilities are fulfilled and in particular those relating to improving access and tenancy sustainment within the private rented sector
2. To provide specialist advice to service users on all tenancy related matters, ensuring landlords, tenants and any other interested parties are fully informed of their rights, responsibilities and obligations under current housing related legislation. 

3. To provide specialist housing advice to landlords and/or their agents on all aspects of tenancy management to enable them to effectively manage their property and to guide them, where appropriate, through the relevant legal process.
4. To develop and maintain a general register of landlords operating in the town.  

5. To provide general advice, and where appropriate deliver training, to internal staff and partner agencies related to tenancy management, including where there are any changes to relevant legislation.

6. To oversee, review and further develop the Good Tenant Scheme to ensure effective delivery for both applicants and landlords.  

7. To assist private rented sector landlords access the council’s allocations system to advertise properties and find tenants. 

8. To investigate and assess reports of contravention of unlawful eviction by landlords providing advice, guidance and support to those affected.   
9. To support the development and implementation of a Landlord Accreditation Scheme with advice and support from senior colleagues.  

10. To ensure effective and accurate case management is undertaken, where appropriate, for potential formal enforcement action by the Authority, under relevant Housing legislation.

11. To establish and develop effective working relationships with internal departments, external partner agencies and other key stakeholders, in order to effectively undertake the duties of this post.

12. To assist with the development and review of all policies and procedures relating to services delivered by the Housing Advice and Homelessness Team.

13. To assist with the monitoring and evaluation of the effectiveness of the Housing, Strategy, Advice and Homeless Service, taking a lead role relating to private sector housing.

Any other duties of a related nature which might reasonably be allocated by a more senior officer.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  22.12.2020 
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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