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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	Temporary Accommodaion Officer

	Directorate:  
	People & Place
	Division/Section: 


	Economy/Housing Options

	Grade:  


	5
	JE Reference:
	9896


	Job Purpose



	To provide a customer centred service dedicated to supporting residents of the Council’s temporary accommodation. Working holistically, you will prioritise regular engagement with your clients to ensure successful move as outlined in agreed plans and processes.

By placing the customer at the centre of your work you will be expected to provide sound housing, debt and financial advice, to encourage successful and swift move on from temporary accommodation. This may include but not limited to, income collection, referrals to welfare service, advocacy and applications to debt and relief funds.


	Key Tasks



	1. To provide housing and tenancy management services to homeless and vulnerable people ensuring high standards of service delivery focused to their needs and to ensure they can successfully sustain and manage their tenancies.  
2. To undertake housing, support and risk assessments of customers and to produce the appropriate support plans in conjunction with other agencies to meet a customer’s individual needs and which encourage and enable customers to recognise, accept and successfully develop skills for independent living. Keep appropriate customer and other records and produce reports as required.

3. To carry out personal financial health checks of customers to establish if they can sustain their temporary or permanent tenancies and provide debt and money management advice to customers to help support them with basic budgeting skills and identify areas for support or areas of financial risk for the individual and the business. To ensure the Council’s income collection procedures are followed to recover rents and charges from temporary accommodation customers. 

4. To regularly undertake customer reviews using a range of contact methods in accordance with the Council’s health and safety processes and procedures.
5. To identify customers entitlement to housing and welfare benefits, tax credits and charitable grants in liaison with other Council colleagues and external agencies and to provide assistance to customers in making such applications.
6. To advise and assist customers in securing any suitable move on accommodation and access to other services that meets their needs. Including advice on tenancy matters and to obtain assistance for these such as is available to the customer due to their vulnerability
7. To submit relevant referrals on behalf of customers to statutory bodies and welfare services to support successful transition out of Temporary Accommodation
8. Advocate on behalf of customers, with their informed consent, with external agencies (including agencies and organisations dealing with tax, benefits and other financial matters) and at relevant meetings. This includes arranging meetings of relevant colleagues from partner agencies where this is appropriate and participating in multi-agency meetings as appropriate.
9. To follow the Council’s Temporary Accommodation Voids Process and liaise with relevant internal officers and contractors as appropriate.
10. To support and organise events either in collaboration with other agencies or teams to support the aims and work of the service. Contributing as appropriate to promotional and informational or advice materials whether printed or available electronically (including internet and intranet).
11. To help develop and deliver training to customers, colleagues and stakeholders, including supporting the development of peers by passing on skills and knowledge.
12. To issue agreements to new customers entering Temporary Accommodation and ensure compliance and where necessary take necessary enforcement action in line with processes and procedures.
13. Keep up to date with issues relevant to housing & support, welfare benefits, money and debt advice and other relevant legislation.
14. You will be expected to participate in the on-call and standby arrangements put in place by the Council as part of your normal duties, attendance at evening meetings and weekend working as and when required.
15. To undertake such other duties as requested from time to time by the Senior Housing Needs and Principal Officers.



	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts:

Homeless and / or vulnerable people in housing need

Statutory and voluntary agencies providing homelessness services or related services

Senior and Principal Officers 

Other employees of the Council

Registered Social Landlords

Private landlords / agencies 

Partners within the Oldham Housing partnership and Oldham Partners
Statutory and voluntary agencies



	Relationship To Other Posts In The Department:



	Responsible to:  

	Senior Housing Needs Officer

	Responsible for:
	None


	Special Conditions:

None



	Values and Behaviours:



	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:

· Fairness - We will champion fairness and equality of opportunity, and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.

· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.

· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.

· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.

· Accountability - We recognise and act upon the impact of our actions on others, and hold ourselves accountable to our stakeholders.

· Respect - We recognise and welcome different views and treat each other with dignity and respect.

· Democracy - We believe and act within the principles of democracy, and promote these across the borough. 

	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.
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	Albert Margai
	Principal Housing Market Intervention Officer
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PERSON SPECIFICATION

Job Title:  Temporary Accommodation Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Sufficient literacy and numeracy to undertake the tasks and duties of the role
	Recognised qualification (at level 3) or relevant training/ qualification in general advice, advocacy, debt and income management.


	AF / I

	Experience


	Experience working with vulnerable people on housing issues and assessing the needs and risks and offering appropriate advice and support

Experience of assessing personal financial circumstances, maximising incomes and benefits and developing realistic personal budget and debt management plans
Experience of working successfully as part of a team and providing front line customer services


	Experience of working effectively with partner agencies to reach sustainable housing solutions


	AF / I


	Skills & Abilities


	Excellent communication skills with the ability to confidently advocate on behalf of clients, as and when required.   

Ability to manage and prioritise a varied workload of competing priorities in the best interests of the customer.

Ability to manage and maintain accurate records and reports.
Ability to work with limited supervision and guidance using initiative 
Ability to analyse information and intelligence and use this effectively to inform your work.

Good IT skills, including Excel and Word Processor and database skills

	
	AF / I


	Knowledge


	Understanding of the varied issues which contribute to homelessness and the impact on people. 
Knowledge of the range of available accommodation options and specialist services available to homeless people

Understanding of relevant case law and Codes of Guidance in regards Housing.
Awareness of Safeguarding policies and procedures and how to raise all relevant safeguarding concerns to appropriate agencies

Knowledge of welfare benefits and an understanding of Welfare Reform to inform affordability assessments and to overcome the challenges homeless people face when trying to claim benefits and housing costs
Understanding of Data Protection procedures and processes.
Awareness of current drug and alcohol provision and relevant services.

	Understanding of relevant legislation, government regulations and current issues in financial inclusion / debt recovery / rent accounting


	AF / I



	Work Circumstances


	The post holder will be expected to work flexibly which will include meetings outside standard office hours including evenings or weekends
The post holder should be able to drive and have access to a vehicle

You will be expected to participate in on-call and standby arrangements put in place by the Council as part of your normal duties, attendance at evening meetings and weekend working as and when required. 


	
	AF


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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