BRIGHTON & HOVE CITY COUNCIL



JIN 4677
	Job Title:

	Housing Advice Team Leader

	Reports to:

	Housing Options Manager 

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing, Neighbourhoods and Communities


Purpose of the Job

To be responsible for the line-management of Housing Allocations Officers in within Homelessness & Housing Options and operational delivery of services within that team, including their on-going improvement. Accountable for the delivery of a customer focused service within that team. Aligning the work of the team to the overarching operational priorities of the team, as determined by the Housing Options Manager.  

Principal Accountabilities

1. Responsible for supporting the Housing Options Manager in implementing operational changes in the team and supporting the front-line staff to adapt to new processes. 

2. As a key member of the management team, responsible for participating in the decision-making processes of the service, developing, and implementing policies and procedures as necessary.
3. Responsible for undertaking all one-to-one meetings with staff, supervising with complex casework, undertaking casework reviews and progression meetings.

4. Induct, manage, develop and support staff in the team, ensuring that they are equipped to support clients, and are clear about their roles, and the values within the organisation.
5. Responsible for keeping up to date with all new changes to legislation, considering and updating policies and procedures to improve service delivery, work practice and performance to ensure consistency of service delivery and guidance for staff and share information and support the development of good practice across other teams.
6. Lead on performance management and conduct matters within the team, raising to the Housing Options Manager where disciplinary, capability, or absence management action is required. 
7. Management responsibly for the effective running of the service, organising staff rotas, team meetings, problem solving within the team and driving high-standards for professional practice. 
8. Accountability for service decisions, safeguarding and mitigation of risk to residents as well as with respect to wider council responsibilities to the community. 

9. Represent the team internally and externally, including representations at meetings and in communications with colleagues, stakeholders, partners, residents, elected members and the public. Including out of normal working hours, as required.
10. To assist the Housing Options Manager with strategic decisions, contributing operational and legislative expertise in helping devise and develop new processes and procedures setting appropriate key performance targets and ensure that service performance is recorded, monitored and reported on. 

11. To act as an expert advisor for the Housing Options Manager to explore ideas for service improvement and lending a critical eye over plans. 
12. Lead on implementing new strategies, significant decisions and changes ensuring the work of the team is aligned with the strategic priorities of the service and manage the impact that this has on both staff and clients and how this affects adapting to changing environments
13. Responsible for identifying gaps in service delivery and work with management colleagues and stakeholders to find solutions to bridge these gaps.
General Accountabilities
To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.5 of the Health & 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 to Health and Safety Policy.
To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

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.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

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:

	Housing Advice Team Leader

	Reports to:

	Housing Options Manager 

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing 


	Job Related Education, Qualifications and Knowledge
	· Excellent working knowledge of Housing Law, including Homelessness Reduction Act. 
· Educated to A level or the ability to demonstrate skills and knowledge to an equivalent level.
· Comprehensive knowledge of Health & Safety legislation, Information Governance & Data Protection legislation, Equalities Act 2010, Care Act 2014, Children’s Act 2004, Safeguarding Adults at Risk and Sussex Child Protection and Safeguarding procedures

· Comprehensive knowledge and understanding of other statutory and non-statutory agencies available locally and nationally to assist Brighton and Hove customers.
· Knowledge of the function of local authorities, awareness of the current major Central Government initiatives within Local Government and the local political context 


	Experience
	· Substantial experience of delivering a high quality customer service.

· Substantial experience of working with a vulnerable client group with complex needs, dealing with conflict/challenge
· Proven experience of managing, motivating and developing staff within a performance management environment.

· Substantial experience in developing/maintaining cross team/sector networks and relationships to ensure collaborative working in a multi-agency setting.
· Experience of dealing with conflict and achieving positive outcomes


	Skills and abilities
	· Ability to effectively influence and co-ordinate the work of others. Able to train, coach and mentor staff and effectively manage change. 

· Able to manage the customer experience, including monitoring and responding to complaints and compliments.

· Ability to analyse working practices and procedures and identify areas for improvement.

· Able to work effectively at a management level, influencing senior management and engaging proactively with key stakeholders.

· Strong diverse and inclusive communication skills including the ability to convey complex information effectively and clearly to a wide range of people, individually and in groups, both orally and in writing, and to provide high quality training.

· Well-developed ICT skills and able to use the full Microsoft office package and software applications. 
· Ability to lead, plan and deliver projects.
· Able to build trust and openness with customers and stakeholders, keeping them updated on progress and acting upon feedback



	Equalities
	To demonstrate a commitment to the principles of equality and to be able to carry out duties of the post in accordance with the Council’s Inclusion Policy 
You must be prepared to implement the Council’s Equalities Policy at a level appropriate to the job and must at all times carry out your duties with due regard to the Council’s Equalities Policy.




