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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: 0017


	Service
	Housing and Property Services 

	Service Area and Team
	Housing Options – Homefinder 

	Post Title
	Homefinder Housing Options Officer 

	Grade
	6

	Reports to 
	Housing Options Team Leader 

	Responsible for (employees or equivalent)
	N/A

	Job Purpose 

	To deliver a customer focussed housing options service, providing housing advice and support to customers seeking re-housing. 

To carry out registrations, verification checks and assessments on housing applications, providing an effective support service for vulnerable customers and groups, to ensure there is fair access to the Tyne and Wear Homes Scheme.

To carry out home inspections for tenants transferring home, to minimise the re-let process.

To prepare adverts for available homes, ensuring information is widely accessible for our customers.

To allocate the Council’s available homes, in line with the authorities Lettings Policy, ensuring effective performance to minimise void periods.

To maximise performance and promote the Homefinder and Tyne and Wear Homes Sub-regional Choice Based Lettings Schemes.


	Job Content

	The main duties of the post include:

· Manage a varied and complex caseload, supporting applicants at registration stage, through to the bidding and offer stages. Keep records of all relevant information ensuring that decisions are reached within target times and that they are correctly documented. 
· To register and assess housing applications, to determine eligibility for housing in line with the North Tyneside Lettings Policy and all relevant legislation.  Update change of circumstances and carry out annual renewals for applicants on the Housing Register.

· To carry out safer estates and reference checks for housing applications and review recommendations for exclusion or reduced priority.

· To carry out office and home visits to assist applicants to access the Homefinder Scheme.

·  To maintain the Medical Assessment process to ensure that assessments are carried out in line with procedural guidance, meeting all stated timeframes. 
· Provide comprehensive advice and information to applicants seeking re-housing opportunities.

· To write out and to keep customers informed of their housing application status.

· To deal with and respond to daily correspondence.

· To respond to customer enquiries in line with agreed service standards.

· To assist customers who are unable to place bids themselves by setting them up on auto-bid and monitoring the bidding activity.

· To liaise and write to GP’s and/or other support services for information needed to carry out a full housing assessment.

· To achieve letting’s performance targets, set during annual Individual Performance Reviews and/or in line with the organisation’s service standards.

· Ensure that comprehensive notes and records are maintained to assist with the analysis of key performance information and to ensure that accurate customer information is recorded in a timely manner.

· To inspect homes and provide advice and support for current tenant’s leaving their home, about the condition of their home as part of the re-let process, advising of any works required before a move can take place and informing them of the re-chargeable repairs process.

· To take photographs of forthcoming available homes in preparation of an advert cycle.

· Preparation of adverts and deciding the criteria for individual properties, short-listing bidders and confirming eligibility of applicants in line with Legislation and the Lettings Policy and inform the Housing Options Team Leader of individual cases where delegated powers should be exercised to allow the exceptional treatment of Housing Register applicants.
· To visit customer service outlets where available homes are advertised, to ensure that our homes are being displayed correctly and that customer notice boards are kept up to date with relevant information.

· To work as directed at off-site locations to support the Homefinder Service

· To allocate the Council’s available homes, in line with the authorities Lettings Policy, ensuring effective performance to minimise void periods.

· To carry out affordability checks on prospective customers to ensure they are able to afford the home they have applied for and to ensure effective tenancy sustainment.

· To work with the Council’s and other Occupational Therapists where adaptations maybe required for applicants seeking re-housing.

· To liaise with the Council’s Adaptations, Loan and Equipment Service and third party agencies for the installation and removal of any adaptations.

· To ensure that prospective tenants are informed of any delays in the allocation of their new home, advising of a new expected date of occupancy.

· To work closely with the Tenancy Sustainment and Neighbourhood Teams and other services to ensure homes are let in line with set performance standards and recommend any areas of improvement.

· To support other teams within the Housing Options Service as and when required.

· To assist with specific projects and tasks when required, including policy and procedure development, review and implementation

· Work with our partners in Tyne and wear Homes and other agencies to achieve policy objectives in allocating homes and ensuring applicants needs are met.

· To monitor and ensure responses to Member Enquiries in line with agreed service standards.

· To assist senior officers to collate performance information to ensure effective monitoring of the service.
·  Prepare reports, recommendations and presentations.  Attend multi agency meetings with internal and external partners.

· To work with and involve customers in identifying service improvements.
· Be competent in the daily use of computers.
· To be involved in service reviews and make suggestions for improvement.
· Carry out any other duties that may be required commensurate with the general level of responsibility for 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.
· We build an inclusive and fair workplace where all team members feel valued and accepted. We encourage team members, residents and service users to contribute their perspectives to our understanding of the borough and how best to support our people. We role model inclusive behaviour in our leadership styles, and champion equality.


	Special Requirements of Post

	Working Conditions and Arrangements 
	

	Physical Requirements e.g. driving, lifting and handling
	

	DBS and Safeguarding Checks required 
	

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

	Politically Restricted
	Yes/No



Person Specification

	Job Criteria

	Factor
	Essential
	Assessment method

	Knowledge
	Excellent communication skills, with the ability to be able to establish and maintain effective contact with customers, colleagues, key partners and stakeholders

Knowledge of the Allocations and Homelessness statutory provisions and code of guidance including Government guidance on eligibility
Sound decision-making skills

Has applied knowledge and understanding of the range of policies and procedures relating to allocations and lettings and voids management
Ability to listen actively

Ability to monitor and prioritise workload to meet set deadlines

Systematic approach to problem solving 

Ability to deliver high standard of service within performance targets

Effective time management skills

Letter writings skills with the ability to write customer friendly information

Experience of working within a team environment and achieving personal targets

Good ICT skills 
	Interview

Application Form 



	Qualifications and Training including Professional Registrations 
	Minimum of 4 GCSE’s (Grade C or above) or equivalent, including English and Maths 


	Application Form 

Certificates



	Skills & Experience
	Experience of delivering a high quality customer service, understanding the needs of vulnerable and under-represented and hard to reach groups

Experience and understanding of equality issues and how they affect service delivery


	Interview

Application Form 



	Our Values


	· We Listen

· We Care

· We Are Ambitious

· We Are Good Value For Money

	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 
	
	

	Fully Covid 19 Vaccinated or clinically exempt 


	No
	

	Factor
	Desirable
	Assessment method

	Skills & Experience
	Experience of delivering a housing options service


	Interview

Application Form 
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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.











