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Housing Options Officer (Prevention)      Pay Band:   8            

	Valued Behaviour Level:
	 1
	            JE reference: E3787



	Job Purpose:
	To prevent homelessness by working with landlords, tenants, and partners including Private Sector Housing to sustain tenancies. To give housing advice about all available housing options and manage a caseload of homeless applications. To investigate claims of homelessness, potential homelessness and housing need.  Arrange temporary housing when required and to assist people to secure suitable accommodation.  



	What are you expected to do?
· Provide information, support, advice and assistance to people in housing need and at risk of losing their home, including private landlords, tenants and homeowners.  
· To work proactively and collaboratively with households who are homeless or threatened with homelessness to prevent homelessness occurring where possible, or otherwise to secure alternative, suitable and affordable accommodation.
· To work with internal and external partners including Social Services, Police, Probation and third sector to enable applicants to access services to meet their support needs to live independently 
· To gather evidence and information to support Private Sector Housing and Trading Standards to conduct investigation and enforcement
· To be responsible for homeless triage. 
· Disseminate Council policies and procedures as well as alternatives to Council housing – such as Housing Associations, specialist providers and the private rented sector.   
· Record claims of homelessness and interview homeless or potentially homeless people. 
· Investigate circumstances, check details given, complete reports for each case and make recommendations where appropriate. 
· Conduct casework and negotiations with applicants, landlords and others to prevent the loss of accommodation and/or to arrange planned moves where required. Carry out home visits and basic inspection of properties. 
· To participate in the operation of a duty rota, interviewing clients and landlords and complete homeless assessments face to face and on the telephone
· To represent Housing Options and the wider housing team in internal and external meetings
· Arrange temporary accommodation when required and as a part of a team of officers provide an afterhours service for those with nowhere to stay. 
· To work alongside private landlords and internal partners to help deliver statutory homeless legislation including Part VII of the Housing Act 1996 (as amended by the Homelessness Reduction Act 2017) and Renters Right Act 2026 
· To deliver homelessness prevention in Darlington as directed in the​​ A National Plan to End Homelessness​ - GOV.UK 
· Liaise and consult with other departments and statutory and voluntary agencies in areas of responsibility. Attend multi-agency meetings. 
· Offer advice, guidance and support around the Renters Reform Act 2026
· Assist in the deliver of the agreed action plan from DBC Preventing Homelessness Strategy 
· To prepare reports and information as required



Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	NVQ level 2 in Administration / housing or relevant field
	
	D

	
	Experience & Knowledge
	
	

	2
	Extended experience working in housing, social care and/or with people with disabilities in a relevant setting
	E
	

	3
	Extended experience of housing management and landlord and tenant issue
	E
	

	4
	Knowledge of housing need and homelessness issues/legislation and Renters Right Act
	E
	

	5
	Understanding of basic health and disability issues affecting suitability of housing
	E
	

	6
	Demonstrable knowledge of accommodation and housing resources
	E
	

	7
	Experience of housing law, social housing and working with private landlords
	E
	

	8
	Experience of housing management and landlord and tenant issues
	
	D

	
	Skills
	
	

	9
	Ability to work under pressure (able to prioritise and work to deadlines, etc., be able to organise your workload and use initiative when making decisions in line with the Policies & Procedures relating to housing.
	E
	

	10
	Experience of team and partnership working
	E
	

	11
	Commitment to providing excellent customer service with the ability to be caring/empathetic.
	E
	

	12
	Ability to deal with difficult situations and negotiate positive outcomes.
	E
	

	13
	Ability to understand and interpret complex information/legislation
	E
	

	14
	Experience of working with vulnerable people
	E
	

	15
	IT literate – capable of using MS Word, Excel and other packages
	E
	

	
	Personal Attributes
	
	

	16
	Capable of independent travel to carry out the requirements of the post
	E
	

	17
	Effective communication skills with people with complex needs 
	E
	

	18
	Ability to carry out after hours on-call duty for one week in three to deal with homeless emergencies
	E
	

	19
	Satisfactory Enhanced DBS check 
	E
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Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. As managers, you will display these every day and support your team members to demonstrate them too


RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.

COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.

 All employees will be expected to:
· Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and 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.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· 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 to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]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.
· 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 ourselves.
· Housing Services branded clothing (t-shirt & jacket(s)) are provided and PPE is essential.
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