JOB                
       







OUTLINE






Closing Date:     
	Dept:    
	Section:       Housing Advisory Services

	Post No: COAC02011    
	Designation: Homeless Prevention Officer    


	Grade: 8



	Purpose of Job:

To work as part of a team delivering a comprehensive frontline Housing Advisory Service providing professional bespoke housing advice and assistance to anyone with a housing related problem. To prevent homelessness through timely interventions. To ensure the service provided meets the statutory obligations of the authority. To manage and deliver a personal caseload, carry out assessments and provide housing and support plans.



	Main Duties/Responsibilities:

1: To assess and provide advice and assistance to applicants and others with a view to preventing or resolving homelessness, by negotiation with the applicant’s family landlord, solicitor, financial institutions and other housing providers and other action as appropriate. 

2: To assess housing and support needs assessments, personalised housing plans for every client on the caseload within timescales set, and to a standard, that meets the requirements of the Homeless Reduction Act 2017. 

3: To ensure that individual applicants are kept fully informed of progress with enquiries into their applications. To take particular care in fulfilling this function where the applicant is disadvantaged through medical or mental health, literacy, being reliant on interpretation/translation services or for other reasons. 

4: To prevent homelessness by assisting clients to retain their present accommodation and support to access suitable affordable alternatives.

5: Take a trauma informed care approach to delivery of the services.

6: To conduct income maximisation benefit checks and basic debt assessments for those in financial hardship and advice on appropriate financial solutions. 

7: To report issues relating to child protection, including making section 47 referrals, adult safeguarding and domestic abuse to the appropriate agency and maintain an active involvement to ensure their housing needs are met. 

7: Construct accurate case notes to record all activity and maintain up to date case files on Civica/H-Click. 

8: Adopt a holistic approach to housing options by working with other colleagues, or as part of a multi-disciplinary team.

9: To refer customers to specialist agencies and departments for assistance where appropriate. 

10: To undertake casework, including interviews and investigations.  

11: Develop working relationships with external agencies and internal Council departments, agencies including Social Services, Probation services, Police and local housing providers to enable customers to maintain their housing and refer to these agencies where appropriate. 

12: To keep up to date with housing and other related legislation, including homelessness, allocations, landlord and tenant legislation, benefits and welfare rights, immigration and asylum, matrimonial and family law, and other matters of a similar nature. 

13: Receive and make timely and accurate records of information, enquiries and requests for assistance made by telephone, letter, email, in person and offer high standards of customer service. 

14: To communicate, relate and work well with the public and colleagues, exercising sensitivity, tact, diplomacy and assertiveness. To maintain at all times strict confidentiality of personal and sensitive information. 

15: To carry out home visits and liaise with statutory, voluntary and other external services, including attendance at case conference
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           
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