[bookmark: _Hlk190176383]Gravesham Borough Council 
	
Division:
	
Housing  & Operations

	
	

	Department:
	Housing Options

	
	

	Post Title:
	Temporary Accommodation Officer


	Grade:
	S6

	
	

	Hours
	37

	
	

	Responsible to:
	Temporary Accommodation Team Manager
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Job Description

To provide an efficient and effective management of homeless households placed into temporary accommodation.  This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes

Job summary

1. To arrange emergency accommodation placements for applicants who are eligible, homeless and in priority need, regularly making contact with these applicants and managing their stay in the emergency accommodation.
2. Investigate the potential to negotiate lower rates with nightly paid providers or introduce new providers that are cost effective to the local authority where Gravesham’s own stock cannot be used.  
3. To carry out routine checks to local emergency accommodation providers visiting households to provide them with advice and guidance on the full range of housing options available to them and manage their expectations.
4. Work with the Homeless officers to monitor bidding activity across households in temporary accommodation and offer support to those who are vulnerable.
5. Encourage and help homeless households in temporary accommodation to comply with licence or tenancy conditions and support the housing management team to manage breaches, rent arrears or anti-social behaviour. 
6. Ensure the Council discharges its homelessness duty, ensuring the accommodation is withdrawn and recovered as efficiently and quickly as possible. 
7. Promote effective use of the temporary accommodation budget but regularly review move on from emergency to settled accommodation and investigate reasons for long stays in high cost emergency accommodation.
8. To collect, record and maintain accurate records of households in emergency accommodation and assist with the reporting of this where appropriate such as for specific projects, enquiries, freedom of information requests and complaints as directed by the Housing Options management.
9. To ensure move on plans are provided to each household offering potential housing solutions and work with the wider team to enable alternative options to proceed.
10. To follow the Council’s discretionary housing payments policy and administer payments to enable the Council to fulfil their duty to prevent or relieve homelessness.

Main responsibilities 

To be responsible for placement ensuring the length of stay is kept to a minimum.

Negotiate emergency accommodation costs with providers.

Support the Housing Management team with temporary accommodation within Gravesham’s housing stock and ensure that support is provided around ASB, rent arrears and other forms of breaches of tenancy/license agreement. 

Ensure all paperwork is provided to obtain maximum income and focus on households claiming Universal Credit to ensure housing element is claimed for.  

Provide welcome calls and ensure suitability of emergency placements

To accurately process invoicing. 

Ensure support is implemented and move on plans are adhered to for each placement.  

To collate and maintain statistical data of placements, length of stay and outcomes. 

To respond to telephone calls and correspondence within the Council`s specified target timescales.

Working in partnership with internal business partners and other external agencies contribute to the achievement of Council’s overall performance objectives, community development, sustainability and development.  

General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

A commitment to excellent customer service and the values of the Council

	
	PERSON SPECIFICATION

	

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)
	Effective organisational and time management skills.

IT literate

Ability to work on own initiative and as part of a team.

Ability to establish a rapport and communicate effectively with customers and professionals from a variety of backgrounds.

Ability to record and report information accurately and concisely, verbally and in writing.

Excellent customer care and interpersonal skills.

Ability to assimilate knowledge and information

Manage competing work demands methodically to achieve targets and meet changing demands and priorities
	
Project management skills

	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	Comprehensive knowledge and understanding of homelessness, housing needs issues, legislation and case law

Knowledge of use and provision of temporary accommodation
	

	QUALIFICATION
TRAINING
(Educational/vocational qualifications and other training)
Verification will be required
	4 GCSE’s at grade C or above, including Maths and English, or equivalent qualifications 
A BTEC, or level 3 Certificate in Housing Studies or equivalent subject area
	Any other qualifications that could be used in this area of Housing

	EXPERIENCE
(Level and type of previous experience)
	Experience of working within a housing environment

Experience of giving advice and information to customers and working with vulnerable groups.

Experience of working with budgets

Experience of working with various IT systems.

	Experience in housing management. 

	QUALITIES
(Particular qualities necessary to carry out the works,e.g.ability to work under pressure or work cooperatively in a team)
	Can work under pressure and to deadlines. 

Ability to act on own initiative and be proactive in improving procedures, processes and customer service
	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	Must have adaptable and flexible attitude   to work requirements 

Commitment to equal opportunities

Out of hours working on a rota
	Driving License



