Gravesham Borough Council 
	
Division:
	
Housing  & Operations

	
	

	Department:
	Housing Options

	
	

	Post Title:
	HOUSING OPTIONS MANAGER 


	Grade:
	POC/D

	
	

	Hours
	37

	
	

	Responsible to:
	Housing Options Service Manager




Job Description

To lead and manage the Council’s Housing Options & Rough Sleeper Service, driving service improvements and innovation to ensure that the Council provides an effective, efficient and high quality housing options service.

To ensure that the Council fully delivers its Statutory Duties to households that are homeless or seeking assistance with housing, meeting Government targets and standards.  To lead on the key priorities as set out in the Housing, Homeless and rough sleeping strategy. 

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 manage the delivery of the Council’s homeless, rough sleeping and prevention functions including the letting of the Council’s own housing stock.
2. Deliver a robust and efficient housing service that is lawful, complies with council policies, is consistent with best practice and performs strongly.
3. To ensure that there is a strong focus on meeting the wide range of critical government performance targets in respect of homelessness.
4. To ensure that the Council discharges its statutory duties for households and manages the housing register in a fair and transparent manner, complying with good practice and statutory guidance.
5. To develop a strategic approach to meeting housing needs in the borough and developing innovative ways to prevent homelessness.
6. Ensure significant planning of the rough sleeping service and co-ordination of partners service to end rough sleeping in line with government targets by 2027.  
7. To manage the delivery of an effective homeless prevention and landlord liaison service to assist householders threatened with homelessness. 
8. To maximise potential funding streams and act on announcements from central government of available grant funding with long term spending requirements. 
9. To effectively build, manage & remain in delegated budgets, with monthly monitoring of service budget and external grant funding throughout the financial year.  
10. To build strong and productive partnerships with internal and external stakeholders at all levels as well as with elected Members.
11. To lead, manage, motivate and empower staff within the team, effectively managing performance to meet the councils, departmental and individual objectives.
12. Develop a culture across the team that is consistent with the council’s values and encourages team members to make a positive contribution to the development of the service.
13. Lead on the development of the service, identifying and implementing improvements that will improve the customer experience or efficiency.
14. Take personal responsibility for own development and learning within the role and ensure up to date knowledge of the legislative, political and policy environment impacting on the housing service.

[bookmark: _Hlk201573929]Main responsibilities 

Ensure that all staff in the team are recruited, trained, managed and appraised and developed in accordance with the Council’s relevant policies and procedures.

Meet regularly with team staff to ensure that agreed policies, practices and procedures are being implemented and performance standards are being met through the setting and monitoring of individual and team performance targets. 

To take responsibility for implementing and managing policies, procedures, staff practices and service delivery that are aligned with equal opportunities policies and values and encourages diversity across the service.

To ensure that all team members and colleagues are updated on changes to legislative or Government guidelines affecting their work and to ensure that any verbal or written information reflects these changes.

To contribute to the preparation of the service plan and provide quality data on all aspects of the homelessness, rough sleeping and prevention service to inform performance.

To collate and maintain statistical records for submission to managers, Members and external agencies such as the MHCLG Hclic returns.

To promote the development of new services or rehousing initiatives by assisting in the drafting of leaflets and information, web site information and in making the information available to members of the public. 

To work effectively with Members and implement the Housing Services` Strategic Objectives.

To have a working knowledge of ICT systems required to perform the job effectively and undertake training as and when required in order to maintain an up to date knowledge of systems, legislation, policies, practices and procedures. Ensuring that databases are updated accurately as required.

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.  

To select applicants for nomination to private rented lets in accordance with the prevention and relief duties as set out in the Homelessness Reduction Act 2018.  

To ensure substantial enquiries are made, high quality personal housing plans are completed and meaningful advice is provided under the Homelessness Reduction Act 2018. 

Carry out S202 reviews under the Housing Act 1996 (amended 2002) to ensure we have provide a lawful fair decision based on facts and taken account of case law and the code of guidance.

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)
	[bookmark: _Hlk201573726]Highly-developed advocacy, influencing and negotiating skills; highly effective in partnership working.

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

Ability to negotiate effectively with representatives of outside organisations to achieve the required outcome.

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

Ability to convey complex and technical information to different groups of people using a variety of techniques.
	


	[bookmark: _Hlk201573766]KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	Comprehensive understanding of the legal and legislative framework of public authorities and homelessness including the Housing Act 1996 (as amended by the Homelessness Act 2002, the Localism Act 2011 and the Homelessness Reduction Act 2017), Codes of Guidance and relevant case law.

Expert understanding of managing complex housing options related services.

Highly-developed leadership and management skills; able to motivate and inspire staff in the pursuit of excellence.

Good and recent working knowledge of the local and national policy context, welfare reform & statutory instruments relating to Homelessness and Social Inclusion.
Knowledge of welfare benefits legislation and how this is applied in practice, i.e. local housing allowance, universal credit.

	Knowledge of other associated legislation, e.g. landlord and tenant law, Housing Act 1985, Children’s Act, Asylum and Immigration Act, Welfare Reform Act, Deregulation Act,
Human Rights Act etc



	QUALIFICATION
TRAINING
(Educational/vocational qualifications and other training)
Verification will be required
	[bookmark: _Hlk201573788]Educated to Degree Level

CIH Housing qualification Level 4 or above.

CMI Management qualification

	

	EXPERIENCE
(Level and type of previous experience)
	[bookmark: _Hlk201573797]A minimum of five years’ experience of working in housing options and homelessness essential.

Experience of managing staff across a range of housing focused activities 
Experience of effectively planning, managing budgets and monitoring financial performance 

Experience of delivering effective & collaborative working relationships with customer and partner groups 

Experience of writing bids to central government
	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)
	[bookmark: _Hlk201573808]A passion for successful homeless prevention and excellence in customer service.

Thrives under pressure.

Results orientated

Assertive and used to working on own initiative. 

Approachable Management style 

An enquiring mind and an eye for detail

	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	[bookmark: _Hlk201573820]Must have adaptable and flexible attitude   to work requirements 

Commitment to Equal Opportunities
	Driving Licence



