[image: image1.jpg]CCCCCCC



JOB DESCRIPTION
	Post Title: Senior Practitioner – Housing Assessment

	Department: Corporate Core  
	Establishment/Post No: 

	Division/Section:
Homeless Assessment and Support service 
	Post Grade:  11

	Location:
Town Hall or other outreach venues within the Borough
	Post Hours:   37 Hours

	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 dependent on the needs of the job.  This can mean being available and contactable outside of normal working hours (eg call out) for which a works mobile phone will be provided.
· Housing Connect and Direct must be staffed throughout its hours of opening, including late night openings.
· Appropriate dress code when dealing with the public for which a uniform will be provided
· Ability to travel inside and outside the Borough for which expenses will be payable in accordance with the council’s conditions of service.
· Carry colleagues and customers as passengers where required.
· Satisfactory DBS check at enhanced level to be renewed in line with the authority’s timescales.
· Participate in the out of hours emergency rota

	Purpose and Objectives of Post: 
· To oversee the quality of decision making and Review, implement and provide advice and training on any changes to procedures, process and working practices to improve outcomes.
· To provide advanced expertise and knowledge in a range of complex cases to determine and assess customer needs, supporting officers to provide comprehensive advice and support to individuals and families to appropriate housing options.
· Arrange and chair MDT meetings for complex cases 
· Attend MAPPA meetings and provide comprehensive legal advice in accordance with the HRA2017 and housing options where appropriate 
· Create a comprehensive training pro formo for new staff and ongoing training updates for existing staff 
· To develop skills, expertise and knowledge in professional practice and provide coaching and mentoring for team members.
· To make a final decision on the status of a Homeless Application when a ‘review’ is requested in accordance with the requirements of the Housing and Homelessness Acts
· 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.
· To review decisions taken by Housing Advisors when requested by customers under the housing and homeless acts together with support for eligibility and banding reviews as required.
· Respond to Cllr and MP enquiries in accordance with the Councils Service Level agreements
· Collate and respond to stage one complaints in accordance with the Councils complaint policy 
· Line manages housing apprentices and ensure relevant support and training is provided along with meeting with tutors to ensure progression through the apprenticeship process. 
· Conduct 1-1 and employee review with Apprentices 
· Hclic data quality and oversight to ensure correct recording of data to central Government in conjunction with manager and Performance team. 
· Support management with the annual Review of policies and procedures across the service. 

	Accountable to: Executive Director Business Growth and Infrastructure 

	Immediately Responsible to:   Manager – Homeless Assessment and support service 

	Immediately Responsible for: Homeless Assessment Officer (number to be determined) 

	Relationships: (Internal and External)
· All employees in the department
· Employees in other departments
· Elected Members
· Members of the public
· Six Town Housing
· External organisations such as registered social and private sector landlords, Lettings agents, Tenants and Residents’ Associations, Probation, CAB, Voluntary Organisations, County Court, NHS bodies, Police and schools
· Other local authorities

	Control of Resources:
· Effective use of ICT equipment and systems.
· Other resources that may be delegated to the post holder to support and deliver the service. 
· Mobile phone.

	Duties and Responsibilities

	1. Provide advice and guidance to Homeless Assessment Officers  in respect of case management and decision making.

	

	2. Fulfil the Council’s housing assessment responsibilities as guided by legislation, national guidance and/or Council policy and procedures.

	

	3. Acting as a point of contact for customers with more complex needs that enter the service either by face-to-face contact, over the telephone or on-line.

	

	

	

	4. Provide a triage and telephone function that is customer focussed i.e. promoting self help, excellent customer care standards and provide effective housing options to customers that have more complex needs. This will include establishing need, providing advice, signposting and making referrals to other agencies.

	

	5. To manage a small caseload of more complex cases offering a range of housing options e.g. debt advice, mediation, private sector accommodation to resolve housing issues and prevent homelessness through early intervention and help.

	

	6. Attend case conferences and multi agency meetings for very complex cases and to give advice to other agencies on housing related matters.

	

	7. Assessment of customers’ needs in relation to the Council’s Allocations Policy, awarding the correct re-housing priority and providing advice in relation to the housing register.

	

	8. To undertake reviews of homeless decisions made by Homeless Assessment Officers when requested in accordance with the requirements of the Housing and Homelessness Acts.

	

	9. Arrange interim, emergency and permanent accommodation through a variety of providers i.e. Homeless Accommodation and support Service, Women’s Aid, private landlords etc as required by the needs of customers and Housing Act provisions.  Where there is a need for temporary accommodation, a risk assessment must be completed for management sign off.  

	

	10. Undertake detailed enquiries in line with homeless legislation and inform customers and agencies of progress and subsequently the outcome. 

	

	11. Take responsibility for professional practice within the team and for making recommendations to the Manager and Head of Service  on ways to improve the quality of decision making.  This includes operational matters such as casework management and the maintenance of accurate, reliable information (whether on computer systems or paper records).

	

	12. Identify skill gaps, training needs and process changes to ensure the service remains fit for purpose.  Mentor and/or coach team members as required to develop the necessary skills.

	

	13. Advise on changes needed in response to legislation, case law or other factors (in consultation with legal as maybe required).

	

	14. Ensure that all communication with customers (letters, emails, leaflets, face to face interviews, etc) is clear, easily understood and in a format that meets their needs and the Council’s statutory requirements.

	

	15. Participate in the out-of-hours emergency rota.

	

	16. Draft Protocols and joint working policies in line with agreed procedures and legislative frameworks 

	

	17. Attend and chair team meetings and contribute to the wider running of the service through participation in events, business planning, corporate activities, working groups etc. 

	

	18. Cover the duties of Homeless Assessment officers and administrative staff as and when necessary to maintain continuity of service to customers.

	

	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 of 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 (and ensure staff 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.  
· To recognise the value of its people as a resource
Valuing Diversity
· 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. 
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.
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PERSON SPECIFICATION
Senior Practitioner- Homeless Assessment and Support service 
	SHORT LISTING Questions
	ESSENTIAL
	DESIRABLE

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

	Advanced knowledge of homeless and housing legislation and statutory guidance
	
	

	Sound understanding of customer service giving examples of how you have applied this knowledge in your professional life to improve outcomes for the customer
	
	

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

	Experience of identifying training needs and promoting staff development
	
	

	Ability to demonstrate experience and success in:
· Effective case management
· Applying the Homeless Code of Guidance to make effective decisions
· Involving external agencies when making operational case management decisions
	
	

	Working knowledge of children’s and adults safeguarding requirements
	
	

	Proven ability to handle difficult situations and take hard decisions in the best interests of the customer
	
	

	Evidence of continued professional development
	
	

	Capability to work in different locations (with or without adjustments) and complete out of hours duties on a rota basis
	
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT METHOD
	CRITERIA

	Test
	Ability to secure high standards of service to meet individual customer needs

	Test
	Ability to identify and resolve challenges in a positive way

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

	Test
	Computer literate and competent in the use of Microsoft Office products

	Test/Interview 
	Good written and verbal communication skills

	Interview 
	In depth knowledge of and understanding  of homeless and housing legislation

	Interview 
	Willingness to take on new challenges in a positive way in response to factors such as change, reducing budgets and rising demand

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

	Interview 
	Clear understanding of service excellence and the tools available to drive up standards

	Interview 
	Experience of caseload management and other techniques for managing demand

	Interview 
	Previous experience of coaching and mentoring employees


