

Role Profile – Armed Forces Development Officer
INFORMATION ABOUT THE ROLE:
Group: Housing and Healthy Communities		
Service: Housing		
Location: Civic Centre 		
Line Manager: Lisa McFadyen 	
Car User Status: None 	
SCP and salary: Grade G (Pro rata 22 hours, 12 minutes)
WHAT WE WANT YOU TO DO…..

	
Assist in the efficient and effective operation of the 
Regional Armed Forces Outreach Service ensuring appropriate and high quality support is offered to 
members of the Armed Forces Community.  



	Pro-actively review existing procedures within the service to ensure consistency of service provision across the region. Audit case files and activity within the service to ensure procedures are being complied with and outcomes in housing are being maximised. 


	Provide assistance to develop data collection methods and ensure data is being effectively collected for the purposes of our funders. 
	Ensure all public services are fully accessible for the Armed Forces Community supported by the service through networking and ensuring increased access to the Outreach Service through referrals from other public services. 

	Provide a regular news update on the service to our funders and partners
	Monitor the customer satisfaction levels of the service identifying areas for improvement and consulting with users to bring about service improvement and change. 

	Support the Armed Forces Coordinator to maintain the social networking platforms of the service and raise awareness of the service to beneficiaries and partners 
	Support the Armed Forces Coordinator and the Supported Housing Manager in the development of the service

	Represent the service at different forums. 
	Actively promote the Armed Forces Covenant through partnership work

	Respond cooperatively with reasonable requests to undertake other responsibilities allocated which are appropriate to the grade of the post which could include in the assistance of front delivery of the service. 
	Demonstrate a positive and inclusive attitude to both internal and external customers and colleagues. 

	
	










Role Profile - 

WHAT YOU NEED TO BE SUCCESSFUL……. THE ESSENTIALS

	THE KNOWLEDGE
	THE QUALIFICATIONS

	· Knowledge of Equality and Diversity and Safeguarding
· Awareness and Understanding of the Armed Forces Covenant 
· IT skills and knowledge on how to use Microsoft Word and Excel 


	· 5 GCSE at grade C or above (including Maths and English) or equivalent (or relevant experience)

	THE EXPERIENCE
	

	· Experience of working in social housing or support services  
· Experience of writing service procedures
· Effective Communication Skills  
· Effective negotiation and problem solving skills
· Experience of working with external partners and attending external meetings. 
	
















OUR COMPETENCIES... HOW WE WANT YOU TO BE








CUSTOMER FOCUSSED
Puts the customer first and provides excellent service to both internal and external customers

COMMUNICATION AND ENGAGEMENT
Uses appropriate methods to express information in a clear and concise way to make sure people understand.
Shares and listens to information and ensures employees views are sought out: listened to and make a difference. Facilitates and empowers employees to make things happen. Treats individuals with respect and consideration.

TEAM PLAYER
Works with others to achieve results and develop good working relationships

DEVELOPING TEAMS AND INDIVIDUALS	

Promotes and supports team and individual learning and development and uses delegation to create a sense of ownership and high-level organizational issues, and encouraging individuals to stretch beyond their current capabilities.



		

MAKE THINGS HAPPEN
Takes responsibility for personal organisation and achieving results

FLEXIBLE
Adapts to change and works effectively in a variety of situations

LEARN AND DEVELOP
Actively improves by developing and applying new skills and knowledge and learns from past experiences

MANAGING PERFORMANCE

Effectively manages the performance of teams and individuals to ensure results are achieved

PERSONAL IMPACT

Is self-aware, learns continuously and adapts behaviour in response to feedback. Makes things happen, operates with resilience, flexibility and integrity
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