
[image: ]Job Description


	Job title
	Housing Allocations Officer

	Salary, Grade and SCP

	Grade 4

	Service/Team

	Housing Service

	Responsible to
	Senior Manager Homeless & Vulnerable People

	Responsible for staff/equipment 
	Laptop 
Mobile phone

	Main purpose of job 
	To deliver the allocation of social housing within Sunderland as per the Council’s Housing Allocations Scheme.


	Key responsibilities 
	· To provide advice and assistance on the Council’s Allocations Scheme and Nominations Agreements
· To assist with maintaining the Council’s Housing Register in partnership with Customer Enabling Service colleagues
· To conduct an annual review of households active on the Housing Register
· To ensure all housing legislation and regulation is adhered to in the context of housing allocations (Part 6 of the Housing Act 1996)
· To be responsible for the allocation process through to the matching of properties.
· To make decisions on housing register applications, to determine the status of the application and band award. Where necessary to cross reference with all housing advice approaches and pathways. 
·  To allocate accommodation to households in line with the Housing Allocation Scheme including administering the direct matching process for groups such as those with medical needs (including delayed discharge of care cases, under occupiers and homeless cases).
· To coordinate the input of void properties in partnership with Registered Providers of Social Housing.
· To assist applicants in completing an application in order to join the Council’s Housing Register. 


	Key tasks 





	· Aid the development of, and promote a strong customer focused performance culture within housing allocations.
·  Communication with applicants via email and any other appropriate method of communication in line with policy and to update and maintain records on allocations/nomination and associated applicants.
· Assess housing register applications, change of circumstances, medical need and annual reviews. Identify any support needs or threat of homelessness, notifying appropriate referrals where necessary.
· Contact and build relations with relevant internal partners e.g. Housing Benefit, Council Tax, Environmental Health, ASB, Fraud to ensure applications are validated appropriately and that all information is recorded. 
· Provide advice and guidance to assist the customer, and internal officers and external stakeholders, when related to Nominations/Allocations process and/or the Council’s Allocations Policy
· Respond quickly and effectively to resolve queries, liaise with customers/staff and housing partners via telephone or meeting and agree a positive outcome.
Assist with maintaining the Council’s Housing Register where required.
Liaise with other providers and stakeholders in order to gather information and performance data to inform service delivery and review
· Collate any relevant data and performance information as required by senior management including statutory returns and to inform strategic decision making 
· Be able to provide advice as required relating to statutory homeless applications under the Housing Act 1996 as amended by Homeless Act 2002 and the Homelessness Reduction Act 2017. 
· An understanding of Housing prevention agenda and be able to interpret from strategy to service delivery.
· Take part in consultation events/processes as part of the development of various strategies /policy documents 
· Ability to demonstrate strong problem solving, investigative and analytical skills.
· Use relevant IT systems.


	Other duties/specific policies e.g. DBS

	The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council.
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