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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
JIN 3667
	Job Title:

	Housing Needs Officer

	Reports to:

	Housing Needs Manager

	Department:
	Housing Needs

	Section:

	Housing

	Date written:
	21/03/16


Purpose of the Job

To act as the first point of contact for customers, other council teams and external agencies who need information on accommodation options. To do this by assessing housing need, and taking appropriate action. This includes allocating to temporary accommodation and supported housing. 
To liaise and negotiate with social landlords and other accommodation providers regarding available accommodation. 
Principal Accountabilities

1. To assess housing need, and consider available solutions  based on information provided by applicants and third parties
2. To provide advice and information to customers, external agencies and other BHCC teams on accommodation options and on our statutory housing duties. 
3. To allocate accommodation, making best use of stock, based on assessment information and within policy and procedure.
4. To work face to face with customers in the community e.g. home visits, viewing of temporary accommodation in accordance with our lone working policy. 
5. Carry out inspections of accommodation and report back to management and residents, as appropriate.
6. Maintain records of customer contact, including any change of circumstances taking appropriate action in line with the assessment process and appropriate systems.
7. Maintain a working knowledge of BHCCs allocation policies, and the legal framework these sit within eg: Housing Act 1996. 

8. Identify when to refer to other specialist teams for casework intervention and/ or refer to non statutory services, ensuring referrals are made in a timely manner. 
General Accountabilities 
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 Needs Officer

	Reports to:

	Housing Needs Manager

	Department:
	Housing Needs

	Section:

	Housing

	Date written:
	1/04/16


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Knowledge of equalities issues and how these inform service delivery and team work.
· Good oral and written communication skills 
· A broad understanding of the responsibilities of tenants, landlords and other accommodation providers.
· Ability to liaise and negotiate with landlords and support providers. 
· Knowledge of the Housing Act 1996 (specifically parts VI & VII), and the Care Act 2014 and other relevent legislation.
· Knowledge of main welfare benefits and housing benefits
· An awareness of the impact of changes in national policy on accommodation solutions.
· Knowledge of health and safety legislation relating to accommodation provision

	Experience
	· Experience of using communication skills to provide a customer focussed service.
· Experience of interrogating and updating computer and manual systems.

· Experience of managing customer expectations with sensitivity and clarity

· Experience of providing advice and information to customers who may approach under difficult circumstances.

· Experience of assessing housing need.

	Skills and Abilities
	· Effective interviewing, negotiation  and communication skills

· Ability to work flexibly as part of a team.

· Ability to organise and prioritise own workload. 

· Ability to manage change to service delivery caused by changes in legislation and housing demand.

	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 Equalities Policy.

	Other Requirements
	


Organisational Chart
Proposed structure in the service redesign is attached. This will form part of a consultation process.
Hardest Part of the Job
Maintaining a broad understanding of ever changing legal framework and changes to local policy, as they impact on housing need and assessment.
Being able to manage expectations, remain focussed,  whilst providing good customer service to customers, many of whom are vulnerable and approaching us under distressing circumstances.

Being able to manage expectations of third parties regarding accommodation options and provision. 

Identifying and assessing support needs of applicants and arranging for those needs to be met by referral to appropriate agencies/teams.

Assessment of housing need and provision of advice which includes delivering information on our statutory duties. 

Ability to identify when casework intervention is needed.

Dimensions for the whole team-currently proposed to be 17.5 officers-the numbers are weekly.
30 new referrals per week for supported housing
40 part vi  assessments per week
30 part vii applications per week
40 allocations of temporary accommodation
2 emergency accommodation inspections per week
11 viewings of temporary accommodation

300 phone calls to the public housing advice line
150 customers interviews at the drop in service for advice and information, including customers who approach as homeless or at risk of homelessness.
20 properties per week to short list to for the housing register.
Scope for Impact

The effect of this job is to ensure that customers in housing need are assisted according to statutory guidance and in line with our local processes. The HNO’s  primary aim is to enable households find a solution to their housing need, and to provide advice and information to other council teams and external services on accommodation options.  
Examples of this include assessment of referrals for supported accommodation and attendance of Supported Accommodation Panel, to ensure access to supported housing based on need.

The team also assess applications for the housing register in line with the allocations policy, and manage the short listing process for social landlords.
The team’s assessment role also includes assessing homeless and at risk of homelessness approaches in line with our statutory duties. This includes given written reasons to applicants where it’s apparent there is no duty to provide accommodation if they are homeless and to provide information on accommodation options. 
Allocation to temporary accommodation role is in line with their wider assessment role. This part of the job also requires them to carrying out viewings when we’ve allocated to  more settled temporary accommodation. 
Job Context

The role requires the post holder to sit within one of four specialised teams, who carry out work which  underpins the work of the Housing Needs service. The four teams are as follows:
1) Allocation to supported housing

2) Allocation to temporary accommodation, and undertaking viewings with customers and inspections of emergency accommodation.

3) Provision of advice and information regarding part vi and part vii, including homeless assessments

4) Assessment of more complex housing register applications and shortlisting for social housing providers. 
[image: image2.png]W90 Consultation document
o mms rm me o

March 16 - Housing needs - Microsoft Word

The redesign structure]

nmp =

SNHO- Senior Housing Needs Officer
HNO - Housing Needs Officers

UOO - Under Oceupation Officer

HOO - Housing Options Officer

MO - Medical Officer

€CO - Credit Control Officer

TAO - Temporary Accommodation Officer
HATRO-Housing Advice Tenancy Relations
MHPO- Mental Health Placement Officer
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