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JOB DESCRIPTION
	Post Title: Temporary accommodation move on officer – temporary 12 month

	Department:  
Corporate Core
	Establishment/Post No: 

	Division/Section: 
Homelessness & Housing Options Service
	Post Grade: 9

	Location:
Town Hall, Bury or any other base within the Borough as required 
	Post Hours: 37 hours per week

	Special Conditions of Service:
· Extended flexi time scheme in operation
· The nature of this post is not always predictable and will require the post holder to work flexibly to meet the needs of the service
· Housing Options must be staffed throughout its hours of opening, including late night openings
· Satisfactory DBS disclosure at the enhanced level to be renewed in line with the authority’s timescales

	Purpose and Objectives of the Post
As a member of the Homelessness and Housing Options Service, this role is responsible for supporting the delivery of Bury Council’s priorities in relation to customers in temporary accommodation. The postholder will ensure that individuals and families receive person centred support and have clear pathways to move on into long term accommodation.
The role will involve providing high-quality support across key areas of the services, flexibly and proactively within a dynamic and politically sensitive environment.
Key Objectives:
· Oversee and support the move-on of a diverse range of customers residing in bed and breakfast and dispersed properties both within and outside the borough, matching them to suitable (as legally defined) settled accommodation, supporting them to overcome any move on barriers, facilitate positive move on from temporary accommodation.
· Create comprehensive move on plans for  families and single’s in temporary accommodation, identifying their needs and addressing barriers such as: 
· Employment and training opportunities
· Financial inclusion and budgeting support
· Reducing poverty, benefit maximisation. 
· Provide move on support to vulnerable individuals and families with children accessing Temporary Accommodation by providing housing options and the tools necessary to sustain long term accommodation. 
· Conduct intensive, strength-based support assessments to achieve positive independent living outcomes for customers who access the service.
· Support and empower all customers to engage in employment, education, health services, community groups creating pathways into long term accommodation. 
· Work in collaboration with the Private Rented Sector Team and support providers to ensure all housing options barriers are addressed and successful transition from temporary accommodation.
· This role is key in ensuring households are able to move on from temporary accommodation, reducing reliance and average length of stay, and the number of households in temporary accommodation. 


	Accountable to: Head of Service – Homelessness & Housing Options 

	Immediately Responsible to: Manager Homelessness and Housing Options Service.

	Immediately Responsible for: None

	Relationships: (Internal and External)
All employees in the department
Employees in other departments
Elected members
Members of the public
Housing Services
Home office
GMCA & RSMP
Supported Providers 
Commissioned and none commissioned providers 
External organisations such as registered social and private sector landlords, Lettings Agents, Probation, CAB, Voluntary Organisations, County Court, NHS bodies, Police and schools
Other local authorities

	Control of Resources:
· Effective use of ICT and systems (including CRM)
· Office stationery

	Duties/Responsibilities: 
· To manage a caseload of households that have been identified as ready to move on from temporary accommodation into settled accommodation. Using the information about the household to offer suitable (as legally defined) settled accommodation for them, in order for the Council to discharge duties. This could be private rented accommodation, supported housing, direct offer of social housing, choice-based lettings or other settled accommodation options. 
· To review information about the household, updating support plans, and other documentation, as necessary, to ensure the needs of the household are fully understood. 
· To make sure the rehousing and resettlement needs of the households are clearly established and understood. Including affordability, geographical restrictions and if there are vulnerabilities or behaviours that will mean specific support is required to move and settle into new accommodation. Making referrals for specialist accommodation and support where this is needed, for example to adult social care, supported providers. 
· To work efficiently and at pace to ensure cases are progressed effectively to deliver high quality outcomes. 
· To liaise with other Council departments and external bodies as required, including Social Care, GP’s, Benefit Departments, Private Rented Team etc. to ensure offers of suitable accommodation and required measures to support a successful move into settled accommodation are in place. 
· To support households to prepare to move and to ensure they receive appropriate advice including on their options, their responsibilities and rights for the tenancy they are being offered, and what happens if they reject the property offered. 
· Work in partnership with the Private Rented Service to expand move-on opportunities into the private rented sector. Make full use of the private rented incentive scheme to secure long-term accommodation, prioritising this as the first option for customers in temporary accommodation both within and outside the borough where it’s assessed as suitable
· Where Bury Home Options is the best option for the household, making sure they understand what this option is, supporting them to bid on suitable properties, if shortlisted to attend viewings and when they accept an offer to make the move. 
· To assist with resettlement and barriers to moving into the property offered, so the household is ready to be able to quickly accept the offer and move in. Supporting households with access furniture, white goods and to find out about their new communities and take the steps needed to settle into a new home, for example about claiming benefits and how to apply for schools. 
· Coaching and encouraging customers to be able to independently manage all aspects of life skills, including areas such as rent, bills, property condition, Skills and Works, Health and Income Maximisation. 
· To feedback to the Temporary Accommodation co-ordinator to support efficient management of the team, including the identification of households ready to move into settled accommodation and the sourcing of suitable properties to facilitate timely rehousing. 
· Liaise and work closely with other peer groups across housing and other directorates that have a direct influence on the section promoting a joined-up approach in the operational deployment of services.
· Take responsibility for developing and building working relationships with colleagues, partners, and key stakeholders to effectively support the delivery of the service and interventions  for the homeless cohort, ensuring a person-centred approach. 
· Visit customers both inside and outside the borough to complete comprehensive support plans, ensuring individual needs are assessed. 
·   To ensure that casework is undertaken within the parameters of legislation, government initiatives and local Council priorities and that the management of cases is effective and timely.
· Ensure timely input and retrieval of customer information to maintain complete and accurate records on accommodation, individuals, and their tenancy details. 
· Verify data integrity and update records as required to support service delivery and compliance.
· Demonstrate a clear understanding of the allocations policy and homeless legislation 
· Effective use of IT systems and equipment to maintain records and share information paying due regard to the Council IT and security policies.
· Attend regular team meetings and actively contribute to discussions, decision-making, and service improvements. 
· Support the wider running of the service by participating in events, business planning, corporate activities, and working groups as required
· Undertaking any other duties and responsibilities that arise, and which are commensurate with the grade. 


	

	Health and Safety Responsibilities
· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.
· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety.
· To ensure that the Department’s and the Council’s health and safety arrangements are applied.
· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager.
· To ensure that appropriate management or organisational representatives are informed of any apparent cases or serious or imminent danger, situations which present a significant risk to health or safety and any shortcomings in departmental and/or organisational arrangements.
Limits of Authority
Within the framework of Council and Departmental policies and instructions and subject to the overriding authority of his/her line manager, the officer holding this post is authorised to undertake all duties appertaining to the areas of work outlined above.
ORGANISATIONAL COMPETENCIES
Confidentiality
· Maintain confidentiality at all times.  Implement national, corporate and departmental policies regarding confidentiality, management of sensitive information and data sharing.
Customer Care
· To continually review, develop and improve systems, processes and services in support of the Council’s pursuit of excellence in service delivery.
Valuing Diversity 
· To recognise the value of its people as a resource.
· To be responsible for contributions to the achievement of the Authority’s valuing Diversity Policy, both in your work and through the implementation of action plans.
· To provide a supportive open environment where all employees have the opportunity to reach their full potential.


	Developing Self and Others
· To use processes and put processes in place to generate a learning environment.
· To focus on the strengths and requirements of all individuals and enable them to further their skills and knowledge.
· To actively pursue your own development.
· To be self-aware and role model continuous self-development.
Personal Development
· To attend and participate in supervision sessions, team meetings and employee reviews including contribution to the identification of your training needs and development.
· Take part in training in order to develop your skills and improve the service to customers.
· To maintain your own continuing professional development.
Policies and Procedures
· To take part in workshops and inter agency working to raise awareness of the issues faced by homeless people.
· To adhere to procedures, policies and the values of the authority and the department.
· To adhere to all new and changes in government initiatives as and when they are implemented.
· To demonstrate a commitment to equal opportunities and customer care.

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	

	

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
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	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR BUSINESS GROWTH & INFRASTRUCTURE
Temporary accommodation move on officer
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Degree or equivalent qualification
(All certificates to be checked at interview)
	
	

	Current driving licence and access to a vehicle 
	
	

	Good knowledge of housing legislation and statutory guidance particularly in respect of homelessness
	
	

	Sound understanding of customer service giving examples of how you have applied this knowledge to improve outcomes for the customer.
	
	

	Recent and relevant experience of handling complex and sensitive casework and bringing these cases to a successful conclusion.
	
	

	Working knowledge of Asylum and Immigration and housing policies and procedures
	
	

	Proven ability to handle difficult situations and resolve in the best interests of the customer
	
	

	Good knowledge of housing legislation and statutory guidance particularly in respect of homelessness
	
	

	Evidence of continued professional development
	
	

	Capability to work in different locations (with or without adjustments) and working agilely.
	
	

	IT competent especially MS Office software and systems (word, excel etc.)
	
	


JOB TITLE –  Migration Case Worker
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:

	ASSESSMENT
METHOD
	CRITERIA

	Test
	Ability to work with limited supervision (and to tight deadlines)

	Test
	Ability to analyse complex information and exercise judgement

	Test 
	Computer literate in the use of Microsoft Office Projects

	Test/Interview
	Good written and verbal communication skills

	Interview
	Ability to manage workloads and meet deadlines

	Interview
	Understanding of asylum and immigration, allocations, homeless and housing legislation

	Interview
	Understanding of Private rented and Temporary accommodation standards

	Interview
	Flexibility and resilience to work in a demanding and busy service 

	Interview
	Experience of managing complex customers and enquiries

	Interview
	Ability to organise and prioritise workloads effectively to meet deadlines, changing demands and performance thresholds

	Interview
	Experience of handling difficult situations


