BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION            JIN 3784
	JOB TITLE:
	Homelessness Prevention Officer

	
	

	REPORTS TO:
	Housing Options Manager

	
	

	DEPARTMENT:
	Housing

	
	

	SECTION:
	Housing Needs


__________________________________________________________________

PURPOSE OF JOB
Working as a team to provide innovative approaches in the prevention of homelessness to carry out homeless prevention activity early and able customers to plan for their future housing need.   

PRINCIPAL ACCOUNTABILITIES

· Undertake visits to households who are at risk of homelessness, are accommodated in temporary accommodation or who have been helped in to private accommodation, maintaining a focus on prevention of homelessness and sustainment of accommodation. 

· Accompany applicants to viewings of properties and meetings with landlords. work with colleagues in Housing Needs to facilitate the ‘Accommodation Finding Drop n Service’ and support applicants to move or sustain their new home.

· Carry out interventions, including timely referrals to relevant services when a tenancy is at risk of breaking down including eviction from the family home or by friends. 
· Responsible for the identification of vulnerable applicants, making referrals to relevant internal or external services.

· Keep up to date working knowledge of the housing market locally and nationally to ensure options for finding a settled home are maximised.  

· Organise and deliver training for other sections/departments/teams on Homelessness Prevention, and including induction of new staff 

· Carry out assessments and pursue enquiries in respect of homelessness applications to the point of recommending a decision, communicating the decision to the applicant within required time scales. 

· Provide advice and assistance to the prospective tenants regarding the terms and conditions of a tenancy, rent liability, Local Housing Allowance entitlement, including the completion of claim forms for service relevant support providers.
· Carry out the end of tenancy advice procedure for existing tenants moving from temporary accommodation.  
· Use the IT systems, to carry out the functions of this post including inputting and analysing data.

· Initiate and undertake project work where required, for example in the implementation of new schemes for improving the service; the monitoring of and reporting on performance information and contribute to working groups.

·  Represent the team at meetings as directed by the line manager

· Responsible for monitoring own performance, contribute to continually improving performance and customer service, participate in training and job development programmes and to actively update knowledge in terms of changing legislation, policy or procedure.

· To participate in providing a duty service, arranging follow up appointments and/or making a suitable referral. 

· To maintain emergency services, including direct provision of a 24/7 cover service. 

GENERAL ACCOUNTABILITIES

To work within and actively promote the City Council’s Inclusive Policy in relation to service delivery.

To make a positive contribution to consulting, involving and working with customers in order that they can shape all aspects of our service.

To seek value for money in all aspects of the role

Maintain an up to date knowledge of data protection and Freedom of Information legislation and guidance and ensure that these are adhered to at all times.

Contribute to the maintenance of a healthy, safe and effective working environment.

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.

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.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION
JOB TITLE:

Homelessness Prevention Officer
DEPARTMENT:
Housing

SECTION:

Housing Needs

ESSENTIAL CRITERIA

Job Related Education, Qualifications and Knowledge

· A degree, equivalent qualification or comparable experience
· Knowledge of the housing issues affecting residents in Brighton & Hove and solutions both locally and nationally. 
· Knowledge of ways people can overcome barriers to accessing accommodation
· Knowledge of a range of issues that can sit behind housing need and remedies to address these. 
· Knowledge and understanding of housing legislation including homeless legislation and guidance.

· An understanding of case working and it’s application

Experience

· Experience of working within a relevant environment
· Experience of providing advice on prevention of homelessness.
· Experience of undertaking case work
· Experience of communicating, complex information to a range of audiences and a range of behaviours
· Experience of working in a team providing flexible cover for colleagues.
Skills/Abilities

· Highly developed negotiation and communication skills

· Ability to work creatively and flexibly and with innovation

· Ability to work as part of a team, committed to preventing homelessness 
· Ability to identify and seek solutions of day-to-day issues with applicants, other sections of the Council and outside agencies.

· Good organisational skills, able to plan, manage, prioritise and monitor own workload and work within tight timescales under pressure to achieve good customer service and meet performance targets.

· Ability to work on own initiative, unsupervised and as part of a team.
· Ability to use, input and interrogate IT systems
· The ability to participate in the 24 hours duty cover rota
Equalities and Diversity

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

