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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Supported Housing Placement Officer 

	Reports to:

	Move on Co-ordinator 

	Department:
	ASC Commissioning 

	Section:

	Health & Adult Social Care 

	Date written:
	31st July 2020


Purpose of the Job

To accept referrals into supported accommodation for homeless people.  Assess and make decisions on appropriate accommodation options and process referrals. 

To understand supported accommodation options available to people and maintain strong relationships with referrers and accommodation providers.
The post holder will undertake administration for other accommodation access schemes where necessary including the Council Interest Queue and Private Rented Sector Access Scheme.

Principal Accountabilities

1. Receiving and assessing referrals for individuals who require supported accommodation from partners across the city. 

2. Assessing suitability for supported accommodation using the prescribed criteria and accepting or refusing referrals where appropriate.
3. Setting up and administering multi agency case conferences for for complex cases where discussion is required on appropriate options for placement.
4. Maintaining accurate records of all placements and decisions made on the B’think database.

5. Making appropriate referrals into supported accommodation services which minimise void time. 

6. Maintaining close working relationships with supported accommodation providers understanding what the service offers and their current pressures to ensure appropriate placements which meet the needs of the individual being placed.
7. Providing administration support for referrals into council interest queue and the private rented sector access scheme.

8. Working with partners and the team to maximising take-up of vacancies, balance urgent priorities and making decisions regarding highest priority groups.
9. Delivering prompt service to public, customers, councillors, MPs, other council departments and external organisations, providing information and meeting stringent target times.

10. Working in partnership with statutory and voluntary agencies to achieve the provision of suitable accommodation for people and attending case conferences with Social Services and other agencies as necessary.

11. To undertake other administration tasks such as organising and minuting meetings and taking on small projects to support the wider commissioning team.

12. The postholder 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.

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:

	Supported Housing Placement Officer 

	Reports to:

	Move on Co-ordinator 

	Department:
	ASC Commissioning

	Section:

	Health & Adult Social Care 

	Date written:
	31st July 2020


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Good knowledge and understanding of housing policy and legislation relating to allocations and homelessness 

· Good knowledge of referral pathways into social care, health & mental health services including accommodation services.
· Good knowledge of the single homelessness and rough sleeping field
· Knowledge and understanding of statutory and voluntary sectors.

· Understanding of the Care Act and related legislation affecting vulnerable people.


	Experience
	· Experience of working in the homeless, housing, adult social care or health sector 

· Extensive experience of liaising and working in partnership with a wide range of statutory and voluntary sector services.


	Skills and Abilities
	· Ability to apply policy and agreed practices

· Good organisational skills, able to plan and monitor own workload within tight deadlines

· Excellent oral communication skills with team colleagues, outside agencies and service users

· Good written communication skills

· Ability to remain calm and assertive when diffusing difficult situations

· Ability to liaise and negotiate with housing providers and referrers 

· Experience of working within a pressurised, past moving environment 

· Experience of working as part of a team including covering for colleagues

· Ability to use, input and interrogate IT systems such as word, excel and the council’s own IT system 
· Excellent problem solving and decision-making skills.



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

	Other Requirements
	· Ability to work from a range of locations across the city.
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Hardest Part of the Job

· To make decisions on appropriate accommodation options for individuals with complex support needs.

· To challenge inappropriate referrals. 
· To be have an overview of the dynamics on individuals’ services at a particular time to ensure appropriate referrals.
Dimensions

There are currently over 250 places in supported accommodation services in the city for homeless adults. 
We would anticipate around 5 vacancies to be filled in supported accommodation per week but many more weekly referrals.  A number of these referrals would be inappropriate or incomplete and would need discussing with the referrer or other agencies.

We would expect the post to have regular contact with accommodation providers and referrers 
Scope for Impact

This role is currently being overseen by others in addition to the current roles and this is not sustainable.  We would expect the service to ensure appropriate referrals leading to better outcomes for service users.  To overtime reduce the number of inappropriate and incomplete referrals and to streamline the process for multi agency meetings for complex cases.
We would also hope that the administration function of the role would reduce the pressure on the wider team.
Job Context

This would be a post based in a team at Hove Town Hall (or at home during the current pandemic). They would spend a proportion of their time visiting supported accommodation (including homeless hostels) and attending external meetings.  They would be expected to travel throughout the city to visit services and attend case conferences.  
The job will be operating in the context of significant pressures on services from an increase in homelessness, rough sleeping and the complex needs of our client group.
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