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JOB DECSRIPTION 
Post Title: 		Housing Support Officer
Contract Term:	Fixed Term Contract (12 months)
Post Number:		BHC019
Department: 		My Blackpool Home 
Reports To: 		Housing Support Team Leader 
Responsible For: 	Coordinating applications for the private sector letting scheme 
Grade/Salary: 	E 
Hours of Work: 	37 Hours

BROAD STATEMENT OF JOB FUNCTION

The post holder will support the Housing Support Team Leader in the development and delivery of the private sector letting scheme managed by My Blackpool Home on behalf of the Council.  

To co-ordinate the applications & lettings process for the private sector letting scheme and Lumen Housing ensuring that vulnerable households receive appropriate assistance and support to secure stable accommodation. 


MAIN RESPONSIBILITIES & KEY RESULTS AREAS
1. Be responsible for processing applications for the Council’s private rented sector service. 
2. Be responsible for processing applications and allocating for Lumen Housing properties via My Homes Choice Fylde Coast Partnership Platform.  
3. Be responsible for a personal caseload of applications for the Council’s private rented sector service.
4. Receive referrals from the front line assessment service for access onto the private rented sector accommodation scheme.
5. Provide day to day support to the Housing Support Team Leader in developing and maintaining a portfolio of private sector landlords and the allocation of properties to vulnerable household accepted onto the scheme.
6. Acting as the first point of contact, taking calls from applicants, tenants, landlords and dealing with any queries.
7. Accurately registering applicant’s details on the client based system.
8. Ensuring that affordability, reference checks, and other relevant pre tenancy checks are carried out to assess tenancy sustainability and assist in the process of identifying potentially vulnerable tenants who may need support to maintain their tenancy. 
9. Provide support and cover as required for the commercial My Blackpool Home Team e.g. lettings and property management. 
10. Liaise with, and make referrals, as necessary to other agencies and Council departments.  
11. Providing additional support to clients that are classed as ‘harder to house’ by offering appointments in the office and attending viewings to ensure they are being appropriately supported to source and secure accommodation.
12. Ensuring new tenants receive appropriate advice prior to signing their tenancy agreement including arranging and conducting pre tenancy interviews. Applying for funding to finance a tenancy from the Council’s discretionary housing fund or other funding sources. Applying for furniture, supporting the clients to access the correct income for their rent, reviewing their claims for universal credit or housing benefit.  
13. Managing and preparing all documentation for new tenants ahead of their move in date.
14. Provide advice on private tenancy related matters, dealing with cases involving possible eviction, security of tenure or harassment.   
15. Work within the guidelines of the Tenancy Deposit Protection Scheme as set out in the Housing Act 2004.
16. Provide day to day support and guidance to colleagues within the service to enable them to effectively assist potentially homeless households.
17.  Establish good working relationships with other housing and advice providers and assist service users in accessing and making use of these services where appropriate.
18. To monitor and work towards company performance indicators and local government targets including the productions of reports where necessary. 
19. Contribute to the expansion of My Blackpool Home and Lumen Housing.
20. Contribute to achieving or exceeding the outcomes set within the service level agreement with the Council.

General 
1. Job descriptions are a reflection of the character and work priorities at a given point in time and it will be essential to review duties and responsibilities, in consultation with the post-holder, from time to time. 
2. The Health & Safety at Work Act (1974) places responsibilities for Health and Safety on all employees. Therefore, it is the post holder’s responsibility to take reasonable care for the Health, Safety and Welfare of themselves and others in accordance with Legislation and the Company policy on Health & Safety. 
3. The post holder is required at all times to comply with the provisions of the Data Protection Act 2018 and with any policy introduced by Blackpool Housing Company to comply with the Act.



I agree to the terms of the job outline and understand that this may be changed in relation to the future needs of the organisation and that I will be fully consulted regarding any changes.

Employee (Print) _______________Signature _________________ Date __________

Line Manager (Print) ____________Signature _________________Date__________ _ 
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PERSON SPECIFICATION 
Post Title: 		Housing Support Officer 
Post Number:		BHC019
Department: 		My Blackpool Home 
Reports To: 		Housing Support Team Leader 
Responsible For: 	Coordinating applications for the private sector letting scheme and Lumen Housing
Grade/Salary: 	E (£29,542 - £32,046)
Hours of Work: 	37 Hours
KEY: 	     E denotes Essential/ D denotes Desirable
	Qualifications
	E/D

	· Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths
· Btec National Diploma or NVQ level 3 (or equivalent qualification) in a relevant subject
· Professional qualification in housing or a related discipline
	E

D

D


	Knowledge & Experience
	E/D

	Knowledge
· Good understanding of  national and local developments/ initiatives affecting the private rented sector 
· Working knowledge of the Tenancy Deposit requirements as set out in the Housing Act 2004 
· Detailed knowledge of the private rented sector market in Blackpool
· A sound knowledge and understanding of Housing, Landlord & Tenant legislation and welfare benefits.

Skills
· Good communication skills, both written and verbal
· Good ICT skills
· Highly developed interpersonal skills
· Ability to prioritise workload and manage strict deadlines
· Ability to work independently and as part of a team
· A methodical, analytical mind and the ability to learn quickly
· Good negotiation skills

Experience 
· Experience in the use of housings management systems
· Experience of working within a lettings environment
· Experience of dealing with enquiries in a customer facing environment
· Experience of diary management
· Experience of working collaboratively with private rented sector landlords to secure positive outcomes for vulnerable household. 
Experience of working in a social housing environment
	
E

E

E
E



E
E
E
E
E
E



E
E
E
E
E

D


	Other Requirements
	E/D

	Ability to travel to other sites as required
Flexibility in approach to hours worked
Full driving license and use of a car for work purposes
	E
E
D

	Initiative and Independence

	The post holder will work within established processes with procedures to support these functions. The post holder will take customer enquiries and follow the appropriate lines of enquiry to deal with that call. For example the customer may be reporting a repair therefore the team member will ask the appropriate questions relating to that type of call and will use their initiative to prioritise the job and send the details to the relevant contractor. Any other works identified that do not fall within the parameters of the repairs framework will be referred to a Senior member of the team or line manager. The post holder will work within the parameters of the repairs framework and will not have budget approval responsibilities.


	Relationships/Nature of contacts

	Internal & External

The post holder will deal with colleagues, customers, contractors and external partners on a regular basis. The post holder may occasionally be exposed to verbal abuse from service users this can be over the phone and face to face. This does not happen very frequently at most once or twice a month.
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