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BRIGHTON & HOVE CITY COUNCIL


JIN 3359bm
	Job Title:

	Housing Caseworker  

	Reports to:

	General Manager DFG Team

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing Adaptations Service 


Purpose of the Job

To enable vulnerable older people and disabled people in the City to continue to live as independently as possible in their own homes by providing high quality up to date advice, information and support to evaluate options with regard to future housing, and where appropriate providing casework support to those who wish to repair, adapt or improve their homes.
Principal Accountabilities

1. To provide housing options advice and support to older and disabled people to explore and evaluate options for future housing to support their ability to live independently.  
2. Provide a limited casework service to assist the service user through changes such as moving home e.g. assisting service users to view accessible property websites, to access choice based lettings services.
3. Provide a full casework service to assist with repairs, renewals and adaptations and applications for Disabled Facilities Grant (DFG) assistance.  Handling initial referrals and enquiries from customers and professional contacts, ensuring all supporting documentation is received and processed correctly.  
4. To assist with the completion of the DFG test of resources and the grant application and to advise clients on relevant financial and enabling options and/or to signpost them appropriately
5. Visit customers in their own homes, providing the required level of advice and information, and maintaining regular contact with them at each stage of the case
6. Provide or support to access appropriate financial advice and assistance whether through private means, grants, or other sources, e.g. charitable and voluntary funding, ensuring funding in place before building work commences
7. Provide a key worker and liaison service for the customer throughout the process and with all other agencies such as Health & Social Care, the Department. of Work & Pensions and non-statutory services such as Citizen’s Advice Bureau

8. Maintain accurate client and organisational data using the relevant data entry (e.g Uniform, Carefirst/Eclipse) and electronic storage (Idox and ‘s’ drive) systems.  To ensure full compliance with GDPR and data sharing agreements.
9. To provide administrative support to the General Manager, ensuring that all administrative procedures are being undertaken in compliance with policy and procedures and in a timely and accurate manner to ensure the efficient and effective operation of the service. 

10. To develop the caseworker service where appropriate and contribute to the overall development of services as part of the Housing Adaptations Service

11. To contribute to continuous improvement activities, and maintain customer feedback, management and performance information to help with our assessments of how well we are performing. To contribute to the development of new systems and processes, and make recommendations to improve customer service and minimise waste

12. To organise and participate in events to promote the services in conjunction with other team members. To contribute towards the training and induction of new and existing staff and staff from partner organisations
13. To participate in the delivery of the wider Housing Customer Support team services as required
General Accountabilities

To work within and actively promote the City Council’s Fair and Inclusive Policy in relation to service delivery and as a member of staff.

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

As a term of your employment you can be required to undertake such other duties appropriate to your grade, and/or hours of work as may reasonably be required of you. Therefore, the list of duties in this job description should not be regarded as exclusive or exhaustive.

The council reserves the right to update this job description from time to time to reflect changes in, or to, the job. The post holder will be consulted about any proposed changes and significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.

To carry out these duties from any of the Council’s offices as may be required. 
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PERSON SPECIFICATION
	Job Title:

	Housing Caseworker

	Reports to:

	General Manager DFG Team

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing Adaptations Service


	Job Related Education, Qualifications and Knowledge
	· Educated to NQF level 2 or equivalent 
· A good understanding of the test of resources and knowledge of the relevant housing legislation e.g. Housing Renovation Grants Regulations and other relevant Housing Acts.

· A knowledge of welfare benefits as they relate to means testing and eligibility criteria for grants assistance

· Some knowledge of the services provided by the Council 

· Awareness of the General Data Protection Regulations and the Freedom of Information Act and its application. 
· Awareness of relevant policies such as Lone Worker; Safeguarding Adults and Child protection policies and procedures.




	Experience
	· Experience in a relevant environment

· Experience of providing a customer focussed service in a busy and sometimes pressured frontline environment.

· Experience of dealing with difficult calls, and investigating and communicating complex issues, and being sensitive to customer needs. 

· Experience of producing clear, non-jargon written responses to queries or complaints.
· Experience of working as part of a team and on own initiative with limited supervision.


	Skills and Abilities
	· Knowledge of desktop packages particularly Microsoft office

· Excellent communications, interpersonal and customer care skills, having the ability to respond assertively, tactfully and empathetically  to customers, some of whom may be vulnerable service users and/or angry, upset or confused.
· A positive approach to resolving problems and bringing creativity in working to resolve them, remaining calm and professional in difficult situations.

· Ability to communicate effectively at all levels, and to keep clear, factual and up to date records.

· Ability to work under pressure and diffuse difficult situations.
· Ability to quickly assimilate information and use investigative skills.
· Ability to work collaboratively and as a team member.

· Ability to be flexible, prioritise workloads and work on own initiative.
· Ability to deal with confidential information sensitively.
· Ability to keep up-to-date with changes in legislation in this area of Housing.



	Equalities
	To be able to show strong commitment to equalities principles, and have a good understanding of the council’s equal opportunities policy, with the ability to promote it as part of a customer focused service.


	Other Requirements
	A strong advocate for the delivery of excellent customer services.
The postholder may be required to work at any service or office location.
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