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JOB                
       







OUTLINE






 
	Dept:    Community and Wellbeing
	Section:  Housing Advisory Services     



	Post No:   
COAC02011
	Designation: Housing Advisory Assistant

	Grade: 5



	Purpose of Job:

To provide an initial assessment service for Housing Advisory Services and triage all clients accessing Housing Advice and process in line with the Homeless Reduction Act 2017 and Housing Advisory Services. 


	Main Duties/Responsibilities:

1: To support the Housing Advisory Officers through interviewing and assessing clients to determine the appropriate course action.
2: Provide basic advice and information about the Homeless Reduction Act 2017, social and private rented sector options.

3: Provide advice on Selectmove the Choice Based Letting process and administer these waiting list applications ensuring applicants provide necessary supporting evidence.
4: Assist clients to access the bidding process on Selectmove.

5: Monitor band C applications ensure appropriate bids placed in the timescales.
6: Ensure all clients accessing Housing Advisory Services are input into triage on the 

H-CLIC 

7: Administer the Petty Cash and ensure financial procedures are followed.

8: Deal with a wide range of telephone and email enquiries from the public and organisations.

9: Assist Housing Advisory Officers in the provision of services to the homeless and vulnerable groups.

10: Maintain and order the required stationary.

11: Input data into the Civica and Creditors systems as well as other applications introduced by the department.

12: Participation in the reception rota.
13: Deal with matters of basic correspondence arising from the operation of the service.

14: Collate statistical information for reports.

15: Any other duties, which become necessary through the development of the service.

NB:  The Council is an equal opportunities employer and service provider.  The Council has a statutory duty to promote equality. All employees must be aware of that duty and work to the Council’s equality standards.


	In addition, other duties at the same level of responsibility may be allocated at any time           

                                                                                                                                        


