Ref. 3250
BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	Job Title:
	Temporary Accommodation Visiting Officer

	Reports To:
	Temporary Accommodation Deputy Manager

	Department:
	Housing Needs

	Section:
	Temporary Accommodation & Supported Housing 


Purpose of the Job

To provide a frontline service to tenants of the Temporary Accommodation service by working in a collaborative way with council colleagues and internal and external service providers. To ensure the general maintenance and upkeep of the communal ways, gardens, internal areas and environment of the Temporary Accommodation housing stock is kept to a decent standard.  

Principal Accountabilities

1. To carry out inspections of the Temporary Accommodation stock and to ensure that the communal ways and gardens of the Temporary Accommodation Stock are being kept to a decent standard.  This will involve visiting tenants in their own homes and lone working.  You will also be expected to report any welfare concerns that you may have about tenants who are not coping within their tenancy to the Housing Officer or agency.

2. To visit all Temporary Accommodation properties for the purposes of both monitoring the condition of communal ways and internal conditions as well as gardens and grounds on a daily basis.

.

3. Raise repair and maintenance jobs using relevant reporting systems and procedures and following up on the timeliness and quality of services supplied to ensure value for money in contracted service provision.

4. Seek to ensure that residents are not isolated from their community’s services and networks, including carrying out lone home visits and welfare checks (visits will be conducted with a Housing Officer when lone working risks are identified).

5. Undertake ongoing projects in conjunction with line management, colleagues and other agencies.

6. In conjunction with the Temporary Accommodation Housing Manager, carry out any other action and activities that contribute to improving the quality of life for residents.

7. Complete and submit monitoring information in a timely fashion to ensure effective, value-for-money service provision.

8. In accordance with agreed schedules and timetables, carry out meter reading.

General Accountabilities
· To encourage residents to be part of local community groups and life.

· To take responsibility for the reporting of repairs, defects and maintenance needs in the communal ways and communal gardens of the Temporary Accommodation Stock and to, in a professional way and using correct procedure, ensure that all works reported by you are carried out in a timely fashion and to a decent standard.

· To engage residents in communal clean-up activities.

· To build good working relations with Temporary Accommodation Caretakers to ensure a high level of cleanliness is maintained throughout communal ways and surrounding outside spaces.

· To collect evidence for passing on to the council’s waste enforcement team in order to increase the instances of successful prosecution and reduce the instances of fly-tipping, graffiti and abandoned vehicles on estates.

· To keep Housing Officers informed of ongoing issues surrounding the removal of waste from the Temporary Accommodation Stock for the purposes of feeding into negotiations with Cityclean.

· To be aware of contractually agreed standards for the provision of services to council housing properties in order to report under-performance to Housing Officers.

· To work closely with both internal and external organisations and people in order to feed into the effective tackling of illegal and nuisance behaviour in Temporary Accommodation.

· To seek to effectively resolve low-level neighbour disputes where it is safe to do so and where it is not, to refer them to the appropriate officer or organisation.

· To assist in any way required in the investigations of any other enforcement body.

· To encourage residents to recycle more of their household waste.

· To encourage residents to participate in community gardening projects.

· To answer calls from the public on our duty line in times of leave or high levels of sickness.

· To be available to and accessible by tenants by both ad-hoc and pre-arranged means.

· To co-operate in the implementation of the council’s Health and Safety policy, in particular as set out in section 4.7 of the Health and Safety policy:

· To take due care of their own health and safety and that of others who may be affected by their acts and mistakes at work.

· To use equipment according to instructions.

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems.

· To report any unsafe act, or condition, any accident or incident according the Health and Safety policy.

· To uphold and carry out the duties of the post with due regard to the City Council’s Inclusive Policy.

Your duties will be as set out in the above job description but please note that the council reserves the right to update your job description from time to time to reflect changes in, or to, your job. The list of duties in the job description should not be regarded as exclusive or exhaustive.
You will be consulted about any proposed changes.

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.
BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:
	Temporary Accommodation Visiting Officer

	Reports to:
	Temporary Accommodation Housing Manager

	Department:
	Housing Commissioning Unit

	Section:
	Temporary Accommodation & Allocations


	
	Essential Criteria

	Job related education, qualifications and knowledge
	· A good level of spoken and written English as evidenced by a pass grade in any secondary school qualification or equivalent.

· Basic technical knowledge of building maintenance – sufficient to identify and report issues accurately and in a timely manner.

· An understanding of the quality of life issues of low-income households.

· Practical knowledge of a range of software applications.

· Basic working knowledge of Health and Safety and fire safety requirements.



	Experience
	· Experience of handling situations where a conflict might arise and achieving positive outcomes.

· Experience of working in a pressurised customer-focused environment.



	Skills and abilities
	· Able to bring a flexible approach to the workplace that is responsive to the varied needs of the role.

· Able to achieve results, build networks and actively seek out work in a largely unsupervised working environment, while still being an effective team player.

· Able to communicate effectively and positively with people against a background of being a representative of the council as landlord and service provider.

· Able to organise residents to a point where they will take action, for example in an estate clean-up day.

· Able to write basic reports, letters and keep accurate and timely records.

· Able to maintain a high degree of calm and self-control in emergency or conflict situations.

· Able to maintain professional boundaries and an objective approach to all aspects of the role.

· Able to deal with sensitive personal information in an ethical and legally compliant way.

· Able to deal, in a professional manner, with complaints and use conflict resolution techniques in situations such as neighbour disputes, supporting victims of crime and working with residents who are committing acts of anti-social behaviour.



	Equalities
	· To be able to demonstrate a commitment to the principles of equalities and to be able to carry out duties in accordance with the council’s Inclusive Policy.



	Other requirements
	· To be able and willing to make a positive contribution to both the day-to-day and long-term aims and objectives of a team.

· To have a genuine drive to improve the quality of life of the council’s residents.

· Be wiling to become familiar with the council’s policies and procedures.

· To be physically capable of walking for up to five miles per day around the estates.

· Be willing to wear council branded clothing and to comply with any health and safety requirements identified in risk assessments.




