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WE LISTEN | WE CARE | WE ARE AMBITIOUS | WE ARE GOOD VALUE FOR MONEY

North Tyneside Council






Job Description
	For HR use only
	Vacancy Ref No:

DBS0011


	Directorate
	Housing and Property Services

	Service and Team
	Housing Advice Team

	Post Title
	Housing Options Officer (Singles and Rough Sleepers)

	Grade
	 (Grade 7)

	Reports to 
	Housing Options Team Leader

	Responsible for (employees or equivalent)
	N/A

	Job Purpose 

	· To provide an effective homeless prevention service and support those at risk of homelessness, including former and current rough sleepers, single applicants whom the council may not have a statutory duty by providing advice and/or assistance with private rented sector accommodation, hostels, refuge or other means which may prevent homelessness either short or long term.
· To provide outreach tenancy support.

· To provide advice and support and signpost to relevant support and housing services.
· To negotiate with landlords to prevent tenancy eviction.
· To end rough sleeping.

	Job Content

	· Effective engagement with rough sleepers, those at risk of rough sleeping, sofa surfers and all singles whom the council may not have a statutory duty.
· Support with tenancy set up.

· Provide outreach and follow up support with households.

· Conduct financial assessments to maximise incomes, including housing elements and discretionary housing benefit applications.

· Signpost and refer to relevant support, debt advice, employability, care and health services, complete risk assessments, safety planning and develop outcome focused plans with households, review and update on a regular basis.

· Maintain effective and productive working relationships with relevant statutory and voluntary organisations.

· Attend meetings as and when required to support clients and advocate on their behalf.

· Effectively manage case load and maintain comprehensive notes.

· To make joint agreements with lenders, landlords or private sector landlords to resolve arrears.

· To reduce the level of debt for tenants in the private rented or social sectors who are in rent arrears.

· Promote all housing options, especially alternatives to social housing such as the rent deposit scheme.
· Preparing and reviewing individualised support plans (including risk assessment and management) with clients in order to maximise their chance of achieving independent living in settled accommodation that is suitable and affordable.

· Put clients in touch with support and welfare services and encourage clients to maintain these contacts.
· Explore other methods and options to prevent homelessness, including informal and formal negotiations with landlords and lenders to keep households in their current home and prevent repossessions and evictions.

· Recognising safeguarding concerns or vulnerable tenants and reporting appropriately.

· Comply with data protection and ensure protocols are in place when working in partnership with others and that confidentiality is maintained.
· Record data and produce statistics.

· Keep the Housing Options Team informed on the progress of the case.

· Co-ordinate Severe Weather Emergency Protocol 

· Be the first point of contact for rough sleepers notifications.

· Other duties as appropriate in line with the grade of the post.



	Climate Change Values and Behaviours  

	· We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles and increasing our recycling
· We encourage innovation and the generation of new ideas in the way we do things, including increasing the environmental sustainability of our services


	Equality, Diversity and Inclusion Values and Behaviours

	· We treat all our colleagues, residents and service users with dignity and respect. We embrace and value people’s differences. We act as allies, educating ourselves, empowering others and tackling discrimination.



	Special Requirements of Post

	Working Conditions 
	The post holder will be office based but will require to undertake home visits.
The role involves lone working.

The postholder will be involved in circumstances where clients behaviour could cause emotional upset.  On occasions the postholder will come into contact with clients displaying behaviour that is angry, abusive and/or threatening.

The postholder may on occasions have to undertake evening work/weekend work.(Rough Sleepers Count)
Flexi time is available at discretion of Management.



	Working Requirements and Arrangements
	

	Physical Requirements e.g. driving, lifting, and handling
	

	DBS and Safeguarding Checks required 
	Yes

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	Yes

	Politically Restricted
	Yes/No



Person Specification

	Job Criteria

	Factor
	Essential
	Assessment method

	Knowledge
	Knowledge of Housing Policies and Services
Ability to use skills and knowledge to resolve specific issues and develop short and medium term plans.

Ability to manage and resolve conflict

Communication and presentation skills

Ability to contribute to the development of longer term plans and more complex situations

Understanding of Welfare Benefits.

Data Protection and Confidentiality.


	Interview and presentation

	Qualifications and Training including Professional Registrations 
	Minimum of 5 GCSE’s (c or above) or equivalent including Maths and English.

	Application Form

	Skills & Experience
	Experience of Homelessness Prevention 
Working within a housing homelessness or support related service

Experience of budget managing

Identifying and responding to Safeguarding issues and concerns

Working with sensitive information in compliance with data protection requirements.
Partnership working and networking with statutory and voluntary organisations.

Managing a case load and ability to maintain accurate and accessible records.

Providing support and assistance on a face to face basis

Experience of working with private Sector landlords and knowledge of the sector.

Development, implementation, and review of support plans.

Effective communications 

Excellent organisational and time management skills

Setting up projects 

Working on own initiative.


	Application Form and Interview

	Our Values
	· We Listen

· We Care

· We Are Ambitious

· We Are Good Value For Money

	Application Form and Interview

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational Requirements under the Equality Act 2010 
	Willing and able to work flexible hours including some unsociable hours (evenings and weekends)

Lone Working

Post is subject to an enhanced DBS.
	Application Form and Interview

	Factor
	Desirable
	Assessment method

	
	Full Valid Driving Licence

Use of own car.
	Application Form and Interview.
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.











