JIN 2086
Brighton & Hove Council

JOB DESCRIPTION

JOB TITLE:  Homelessness Reviews Officer 
REPORTS TO:  Housing Options Manager 
DEPARTMENT:  Housing Needs 
SECTION:  Reviews 
PURPOSE OF JOB

To undertake reviews requested under Parts 6 and 7 of the 1996 Housing Act 1996 (as amended) and those  submitted by a number of neighbouring local housing authorities which have contracted out their review function for Part 7 decisions to us. The post holder will ensure that all decisions are legally robust, in having regard to the Homelessness Code of Guidance 2018, applying relevant legislation and common law and see that they are issued according to statutory prescription.  
PRINCIPAL ACCOUNTABILITIES

· Investigate and assess applications for review of decisions and other matters subject to review, making enquiries as necessary to determine the extent of the council’s duties and powers and report decisions to the Reviews Manager 
· Assess and respond to requests for accommodation pending review or appeal.

· In accordance with Regulation 7 (2) of the Homelessness Regulations 2018 and in line with procedural and substantive law, prepare well reasoned intelligible ‘minded to’ decision letters.
· Effectively manage a complex review caseload
· Comprehensively and sensitively interview housing applicants seeking review and in respect of oral hearings pursuant to Regulation 7 for our external customers, travel to the relevant authority premises to conduct the hearings.
· Keep a full and accurate record of interviews, produce and maintain electronic records and use the relevant IT systems to record and interrogate data. 

· Work closely with the Reviews Manager to correctly construe legislation and understand the statutory duties incumbent on the council and ensure application of any subsequent changes arising from amendments in statute and guidance. 

· Work closely with the other teams in Housing Needs to contribute to and develop joint working with a view to delivering directorate objectives and beneficial outcomes for applicants. 
· Liaise with the councils legal services team in respect of threat of any judicial action. 

· Feedback constructively to our customer authorities to assist in improving their initial decision making.
· Provide day to day support and advice to other staff in Housing Needs to assist with their casework and personal development.
· Maintain a high level and range of knowledge on matters of landlord/tenant, homelessness and associated law and ensure that this knowledge is appropriately communicated to customers and other staff members.

· 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.
· Undertake such other duties appropriate to the grade and character of the work as may reasonably as may reasonably be required of you. 
Your duties will be set out in this 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. Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.
BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

POST TITLE:       Homelessness Reviews Officer
DEPARTMENT:  Housing Needs 
SECTION:            Reviews
ESSENTIAL CRITERIA

Job related Knowledge, Skills and Abilities

· Educated to NQF level 4 or equivalent experience

· Comprehensive understanding and knowledge of homelessness legislation and relevant case law 
· Up to date knowledge of the main welfare benefits and understanding of relevant legislation concerning landlord and tenant and safeguarding children.
· Knowledge of the problems faced by people in finding and retaining accommodation in the private sector 
Experience

· Considerable experience of making review decisions under Part 7 of the 1996 Housing Act.

· Significant experience of effective/successful interviewing of homeless applicants to obtain required information 
· Experience of partnership working with other agencies and local authorities
Skills and Abilities 
· Ability to keep up to date with, research and interpret complex regulations, legislation  and policy changes in relation to homelessness and communicate that information to a range of individuals
· Ability to provide a fair service which positively recognises and takes into account the differing needs and experience of customers.

· Ability to effectively communicate (verbally and in writing) complex information to people varying widely in communication skills

· Ability to work calmly and accurately under pressure
· Ability to work as a team with colleagues at all levels
Equal Opportunities

· To carry out duties in accordance with the council’s Equalities Policy

