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Job Summary

	Post Title
	Housing Placement Officer
	Pay Grade
	Grade 5

	Directorate 

Service Area
	Planning, Growth & Sustainability
Housing & Strategy
	Line Manager
	Assistant Team Manager (Placements)

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	
	If existing post is the post title changing? If yes state both
	

	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	Walton street and Queen Victoria Road

	Work style

	Any desk
	Job Family
&
Role Profile
	CCS05O

	DBS Check Required?

	YES

If YES state level of DBS required:
Enhanced with Barring check 

	Politically Restricted Post?

	No 

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	This role is responsible for booking of temporary housing for individuals or families in need, working with council owned temporary accommodation, Registered Provider owned units or nightly paid providers. The role will find suitable temporary accommodation placements, coordinate move-ins and out, and support residents during their stay including issuing relevant licences. The role will be required to work from either Bridge Court or Saunderton Lodge on a rota basis to ensure cover of the reception desk and ability to support clients with issues. The role will work closely with the Temporary Accommodation Asset Officers.  

	Main Responsibilities and Duties

	· Ensure the client is in cost effective temporary accommodation and make changes to placements where required.
· Work closely with the Temporary Accommodation Asset Management to understand void management.
· Plan and organise work to efficiently deliver specialised advice and support to internal and external stakeholders, ensuring wellbeing of vulnerable customers.
· Be the main contact and liaison officer for all agencies for area of specialism.
· Make detailed inquiries to relevant agencies in order to verify and obtain required information. Interpret and analyse information to aid own decision making.
· Manage and monitor complex personal caseloads and maintain accurate detailed casework records by fully utilising IT systems.
· Research and evaluate current issues in the area of specialism and attend relevant training courses on legislation, order, code of guidance, case law etc. to keep up to date with developments and maintain / enhance knowledge in order to provide up to date advice and information.
· Identify, assess and mitigate any risks associated with the operation of the service / facility.
· Maintain all records and information, including sensitive and confidential, in accordance with data protection laws and established practice.
· Identify and challenge negative customer practice, using tact and diplomacy. Ensure customers / service users understand their obligations and the actions needed for compliance.
· Support Partnership working within area of responsibility, assist the Council in building a relationship of trust through providing a professional service.
· Diffuse potentially difficult situations whilst advising the customer of their options in a clear and understandable way.
· Co-operate and liaise effectively with other professionals in other teams both internally and externally.

	Accountability

	· If this role manages a budget please state the size of the budget: n/a
· If this role monitors a budget please state the size of the budget: n/a
· How many direct reports does this job have in its reporting line? n/a
· How many indirect reports does this job have in its reporting line? n/a

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Placements for clients and management of case load

	1 year
	
	

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Broad experience within a service or a related area, with evidence of appropriate level of knowledge, including wider sector / external influences.
	Experience of booking nightly paid placements, experience of issuing licenses and warning letters to clients 
	P
	

	Authoritative knowledge of relevant systems, regulations, legislation, best practice, policies and procedures, including health and safety.
	Homelessness Reduction Act
	P
	

	Good knowledge of other areas of the authority and external partners.
	
	P
	

	Excellent written and verbal communication, interpersonal and presentation skills, able to explain technical / legal / compliance issues clearly.
	Able to demonstrate appropriate professional levels of empathy and understanding to customers/residents 
	P
	

	Proven ability to negotiate with, persuade and influence others.
	Working with nightly paid providers to negotiate rates
	P
	

	Research, investigation and analysis skills.
	Source new accommodation options
	P
	

	Good planning and organisational skills, with proven ability to prioritise and co-ordinate varied workload, monitor and evaluate work, to ensure deadlines are met
	
	P
	

	Experience in the use of specialist equipment / systems / techniques relevant to the role.
	Locata
	P
	

	Proven initiative and judgement to identify and resolve problems.
	
	P
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to NVQ 4 / HND / BTEC / degree standard or equivalent.
	P
	

	Relevant professional / vocational qualification. 
	
	P

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role 
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare:
· All unspent convictions and conditional cautions
· All spent convictions and adult cautions that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020 and 2023).
For further information on filtering please refer to Nacro guidance and the guidance published by the Ministry of Justice (see, in particular, the section titled ‘Exceptions Order’).

	Y





	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.








