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Job Description & Person Specification 


	Post Title:
Housing Options Manager
	Grade:
BR12

	Department:
Education, Care and Health Services
	Division/Section:
Housing Needs

	Post No:  
	Reports to:
Housing Options Group Manager


	MAIN PURPOSE: 
As a Housing Option Team Manager, you will take the day-to-day management responsibility for one of our Option and assessment teams, you will be expected to work flexibly and collaboratively across the service providing management cover and professional guidance.

To manage the day-to-day provision of an effective homeless and housing advice service which manages the councils housing duties to all households presenting as homeless or threatened with homelessness in accordance with the relevant legislation, codes of guidance, best practice guidance, council policy and performance standards.

To work closely with other housing managers and officers to performance manage and meet the key performance Indicators, undertaking audits to minimise H-CLIC errors and improve the quality of casework.

To ensure the housing need of individuals are assessed and met by providing professional knowledge & expertise; developing and embedding policies and procedures; staff training and guidance in line with housing, homeless and all related legislation.
Responsible for the provision of a high quality, customer focussed and responsive frontline reception and telephone advice service and quickly responding to urgent or important queries.
Liaise, negotiate and work in partnership with a range of partners and services to maximise service delivery and meet housing need


	SUMMARY OF RESPONSIBILITIES AND DUTIES: 
Responsible for the frontline delivery of the Council’s statutory homeless provision including homeless prevention, housing options, homeless assessments and discharge of associated duties. 

To manage the day-to-day operational provision of a high quality frontline reception and telephone advisory service focused on resolving the customer’s needs as quickly as possible. This includes the operation of a number of advice surgeries and outreach services. Ensure adequate service provision at all times, coordinating as required across the housing option teams.
To ensure the frontline delivery of a personal housing service for vulnerable people and specialist services to customers such as young people, victims of violence, older persons, those with mental health issues or physical disabilities. This also includes the discharge of duties in relation to young people in terms of the children’s act and joint assessments relating to child in need and homelessness.
Ensure the team deliver comprehensive, accurate housing advice in order to identify housing options and/or prevent homelessness. Ensure that housing options other than part VII applications are explored in all cases and that prevention of homelessness and reduction in the use of temporary accommodation is the key focus.

To ensure that all work is carried out in accordance with current legislation, codes of conduct, any central government of local policies, procedures, good practice and performance measures and ensure that staff also understand and comply with them.

To work closely with the other Housing Options Team Managers and Housing Options Group Manager, Support & Resettlement Managers to ensure the delivery across the teams of a comprehensive, cohesive and consistent service.

Ensure effective management and deployment of all staff within the team carrying out selection and induction; team meetings; training; supervision; performance management and appraisal and disciplinary and absence management.

To communicate effectively with staff within the teams and service areas to ensure that they understand what is expected of them in terms of knowledge, performance, quality standards and attitude.

To implement effective performance and casework management and monitoring systems and to quality assure and control the work of the team to ensure compliance with all relevant legislation and achievement of agreed performance targets.

Regularly produce clear, well-structured monitoring reports on all activities and achievements of the team in order to meet government requirements and determine the future housing need.

Providing practical mentoring and support including the provision of training to team members and other teams within other related areas of the council and staff of external organisations. Support will also include supervising difficult or complex interviews and cases.

To ensure staff in the team work cooperatively and professionally with each other, other LBB staff and external organisations.

To undertake risks assessments and ensure that adequate measures are in place to manage the potential risk to staff, colleagues and customers.
To ensure comprehensive and effective case recording and record keeping in line with government and departmental standards for the team. To assist in the development and effective use of IT systems to meet government and local requirements.

Review and update operational policy, procedures and homeless prevention/housing option initiatives within the post holders remit.
To support the work of the senior management team, contributing to the development and implementation of strategies, policy, plans and other documents and initiatives as required. 

Identify operational and strategic issues arising from the work of the service and report these to the Housing Options Group Manager/senior management team making recommendations and implementing changes for future development as required. Develop systems to ensure that the service is continuously evaluated to identify and implement changes as necessary to achieve best value for money and good practice

Keep abreast of all housing policy and legislation reporting on trends and new initiatives and making recommendations for change to policy and/or practice. To keep staff abreast of new developments in policy and legislation. 

Assist in the preparation of any budgets as required and to participate in the annual review and formulation of the business and work plans.

Proactively manage and monitor budgets under the post holders control within agreed financial limits 

Effectively manage delegated budgets, ensuring that both income and expenditure are effectively administered in accordance with the Council’s standing orders and financial regulations.

Oversee and monitor the operational delivery of a range of SLA’s, protocols and contracts relating to the provision of housing advice and homelessness prevention.

Continually seek to minimise usage, cost and expenditure on temporary accommodation. Work with the senior management team to make recommendations for alternative provision or strategies to reduce homelessness and the use of temporary accommodation.
Prepare and present reports, briefs and statistical analysis, training and a variety of material for a range of audiences including staff, stakeholders, senior management and councillors. 

Provide responses to enquires and complaints from customers, solicitors MPs and elected members etc. and provide reports, briefings relating to the work of the team as required and within policy and statutory deadlines.

Lead on the production of information leaflets/rights guides and publicity related to the Housing Options Team for use by customers and partner services.

Represent the Housing Options Teams both within and outside the council, including public meetings and court.

Deputise for the Housing Options Group Manager, head of service and others within the housing needs division as necessary. Provide management cover across the housing options service as required.

Carry out all responsibility of the post in accordance with the Council’s vision and objectives and its policies and procedures relating to quality assurance, Performance Management, equal opportunities, customer care and health and safety.

Undertake specialist research into areas of legislation and policy relevant to the Housing Options and Assessment service to ensure that the service remains relevant and competent to address clients’ interests.

Develop and maintain constructive working relationships with internal and external providers and stakeholders such as private landlords, the Rents Service, the Benefits Agency, Environmental Health, PCT, housing associations, voluntary agencies and Housing and Council Tax Benefits to ensure effective joint working to meet the needs of customers.

Work jointly with other staff across the division, undertaking any other duties commensurate with the grade of the post as required ensuring the efficient and effective operation of the Housing Services.

Undertake any other duties commensurate with the level of the post as required to ensure the efficient and effective running of the Department/Section.

SPECIAL FACTORS:

Participation in the out of hours duty rota.

Undertake standby and call-out duty as and when necessary and give advice to other officers in the case of difficult emergency situations arising out of hours. During this time, liaise with a range of organisations and make decisions on and arrangements for emergency placements in temporary accommodation and notify Temporary Accommodation staff and other relevant officers on the next working day of all actions taken and information obtained.

To comply with the exigencies of the service. The post holder will be required to ensure management cover and sufficient staffing levels across the options teams to cover the council opening hours and to provide flexibility to respond to emergency situations outside of standard hours.

Flexibility in working hours to cover emergencies and some evening meetings.

Attend meetings and visits away from the office




	CONTACTS AND RELATIONSHIPS (customer focus, both internal and external)

Councillors, MP’s, all managers and staff within Housing Division. Housing and Council Tax Benefits, Environmental Health, Legal Departments, Children’s and Adults Social Services, Planning and all other staff and managers within the Council as necessary.

Rent Officer Service, Homelessness Forum, Heath, CAB, Victim Support, police, probation and other statutory and voluntary sector agencies.

Partner Housing Providers

Customers, Landlords, Property Agents, Solicitors, inland revenue, courts etc

Representatives of Government Departments.




	MANAGEMENT AND LEADERSHIP: (finance, resources, performance management, staff supervision and service delivery)

Management of a team of staff comprising of approximately seven staff including recruitment, supervisions, training and so on. Including the provision of services from different and remote locations and outreach services.
Assisting the Housing Options Group Manager in developing targets for the Team and then ensuring these are achieved.

Responsible for the day-to-day provision of the Council’s statutory duties in relation to Homelessness

Allocation of grant funds and monitoring of housing budgets to ensure these are used within grant funding agreements and council financial regulations – minimising spend and maximising income generation.




	EQUALITIES:

Implementation of the Council’s equal opportunities policies and its statutory responsibility with regard to other individuals and service delivery. 



	
	Date
	Name

	1.
Date drawn up
	August 2013
	Glynn Gunning
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Given to Post holder
	
	

	3.
Confirmed by Line Manager
	
	

	4.
Evaluated
	
	


	Post Title:
Housing Options Manager
	Grade:
BR12
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Education, Care and Health Services
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Housing Needs

	Post No
	Reports to:
Housing Options Group Manager


	SKILLS & ABILITIES:
1. Manage a staff team to provide high quality services within a pressured and high profile environment. Supervise, direct and train and motivate staff to achieve key performance indicators.
2. Promote a housing options and homeless prevention and self help approach to service delivery amongst customers and colleagues.
3. Organise and prioritise your personal workload and that of staff to meet targets and deadlines.

4. Promote and develop effective joint working practices across services.
5. Communicate effectively with a wide variety of people both in writing and orally.
6. Work effectively with voluntary and statutory sector stakeholders and to agree and achieve goals and targets.
7. Promote excellent customer service, service improvement and delivering best practice within the teams and service.
8. Translate Government legislation and guidance into policies and procedures.
9. Gather, analyse and interpret complex information and exercise judgement.
10. Use a range of current IT packages, use computers effectively and/or be able to adapt and learn to use systems delivering a housing service e.g.: Hope, Orchard and be efficient in reporting H-CLIC data with minimal errors.
11. Prepare and present detailed and accurate reports, letters and other material.
12. Work effectively with people from diverse backgrounds and circumstances, providing accessible services for all, including those with protected characteristics.



	KNOWLEDGE:
1. Broad working knowledge and appreciation of the problems faced by those in housing need including those from vulnerable backgrounds. (E.g. Single homelessness, rough sleepers, ex-offenders, those fleeing domestic abuse, impacted by poverty etc etc).
2. Detailed and sound knowledge of legislation pertaining to homelessness, homeless prevention and housing options and related legislation including safeguarding, social housing, the Children’s Act, immigration law, domestic abuse and court procedures and the ability to provide guidance and support to staff delivering frontline services.

3. Expert knowledge of homelessness, allocation/nominations systems and of housing association operations, particularly in the context of a large scale voluntary transfer local authority.
4. Detailed knowledge, use and outcomes of effective homeless prevention and housing options initiatives available to people in housing need.
5. Understanding of the role and responsibility of a manager in a complex, demanding customer service environment and of key staff management concepts and application across the following areas: recruitment & retention, training and career development, conduct, capability, organisation change and performance management.
6. Understanding and competency in risk management in delivering a frontline service; managing staff and working across a hybrid model of service delivery.
7. Awareness of the issues and problems faced by local government.
8. Ability to manage staff performance in Homelessness casework and sign off casework to a high standard in line with homelessness legislation, Housing Act 1996, HRA Act 2017, Domestic Abuse Act 2021 etc.



	EXPERIENCE:
1. Experience of staff supervision/management and managing the provision of a frontline service.

2. At least 2 years’ experience of working in a housing environment.
3. Experience of achieving key performance targets and developing services and systems to meet departmental performance objectives and managing a team to meet performance targets.

4. Experience of and commitment to working within a multi-disciplinary environment and partnership working.

5. Experience of report writing and giving presentations at meetings at various levels with a range of organisations

6. Experience of monitoring budgets and contributing towards forecasting expenditure.

7. Experience of communicating detailed technical information so that it is easily understood by service users, staff and colleagues.
8. Experience of managing and expert verification of homelessness casework in line with legislation.



	QUALIFICATIONS

Educated to GCSE level or equivalent qualification/relevant experience. 

An excellent standard of spoken and written English

Relevant Housing Qualification beneficial



	SPECIAL REQUIREMENTS

· Some evening work may be required.

· Be able to attend meetings away from the office and carry out visits where necessary.

· Flexibility about hours and place of work.

· Participate in emergency out of hours service and duty rota.
· Subject to DBS (formerly CRB) clearance.
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