MORAY COUNCIL

JOB DESCRIPTION

	 (1)
JOB IDENTITY

	POST TITLE:
Housing Support Assistant 
DEPARTMENT:
Housing, Property and 


Communities
SECTION:
Housing Support Team
LOCATION:
HQ Annexe, Elgin

REPORT TO: 
Housing Support Officer / Project Officer

GRADE:
Grade 5
POST NO:
MOR12277


	(2)
JOB PURPOSE AND WAY OF WORKING

	The Housing Support Assistant will work with vulnerable households including those identified within the Housing First and the UK Governments resettlement programmes to prevent homelessness arising. They will support households who are either in their own tenancy or who are in transition and working towards their own secured accommodation.




	(3)
MAJOR TASKS

	1. To provide home management and life skills training. 
2. To provide advice, support & liaison on accessing local support services.
3. To provide tenancy maintenance support.
4. To provide advocacy for clients where required.
5. To implement procedures and carry out duties as directed by the Housing Support Officer, Housing Support Supervisor or Refugee Resettlement Project Officer.
6. To assist and support with induction of any new start members or students.
7. To maintain the continual professional development required for SSSC registration.
8. To keep good records of contact with service users and to ensure that these are kept updated and that they are comprehensive for audit purposes.




	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	HOUSING OPERATIONS MANAGER

HOUSING SUPPORT OFFICER                     PROJECT OFFICER                                           
                                    HOUSING SUPPORT SUPERVISOR                           HOUSING SUPPORT ASSISTANT (RRT)     

                                 HOUSING SUPPORT ASSISTANT (TS/HF)


SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


	(5)
DUTIES TYPICALLY INCLUE:

	5.1
To provide home management and life skills training. 

5.1.1
To provide intensive practical and emotional support to service users either threatened with homelessness or preparing for independent living. 

5.1.2 
To ensure that all necessary documentation is completed with respect to the occupation of 
all accommodation. This includes lease/tenancy agreements, housing benefit forms etc.
5.1.3 
Ensure that tenancy conditions are adhered to by the residents and to deal directly with 
complaints, problems, anti-social behaviour in a fair and effective manner.

5.1.4 
Help to develop and maintain the life skills of vulnerable households to enable them to    sustain their accommodation (Tenancy management, budgeting, gatekeeping, housekeeping etc).
5.1.5
Provide assistance to households to enable them to deal with correspondence.

5.1.6
To promote cultural awareness and community integration for any new arrivals to the UK this can involve the use of English-speaking interpreters.
5.2 
To provide advice and support on accessing local support services.

5.2.1
Provide information, if necessary, of other departments/ organisations/local agencies that may be able to assist them e.g. DWP, debt management, Revenues. Ensure that citizens are given all documents in relations to resettlement plans covering health, housing, education, employment and benefits.   

5.2.2 Facilitate service users to attend appointments. Doctors, dentists, legal and make practical arrangements for required daily living such as budgeting, education and English Language speaking lessons (ESOL).

5.2.3 Assisting service users to engage with individuals, professionals and other bodies with an interest in overall welfare such as mental health, substance misuse, financial support etc.

5.2.4 Provide accurate copies of housing support assessments, support plans and risk assessments to service users in accordance with the Care Inspectorate and SSSC regulations.

5.2.5 Facilitate and actively participate in multi-disciplinary meetings and joint visits with colleagues from the Local Authority, Health, Social Care and third sector partners.

5.3 
To provide tenancy maintenance support.
5.3.1
Provide support and guidance to households using a pro-active approach to prevent homelessness. This includes interventions to enforce compliance with the Tenancy agreement i.e. addressing rent arrears, anti-social behaviour, property condition etc.
5.3.2 
Liaise with local housing providers and third sector partners on tenancy sustainment issues.

5.3.3
Welcome the arrival of citizens to Moray by supporting their resettlement journey. This includes a triage of their initial support needs upon arrival and monitoring progress using a professional diagnostic tool i.e. Integration star. 

5.4 
To implement procedures and carry out duties as directed by the Housing Support 
Supervisor / Refugee Resettlement Project Officer.
5.4.1 
Carry out duties specified in the Housing Tenancy / Refugee Resettlement Support Plan..
5.4.2 Will be required to react to the demands and needs of the service across all three functions of the housing support team (Housing Support, Housing First and Refugee Resettlement) as directed by line management.
5.4.3 Purchase and administer payments to service users and contractors in accordance with Moray Councils financial management procedures.

5.5 To maintain comprehensive client files and contract records with service users.

5.5.1     Ensure that information is kept in a manner that is easy to understand and that gives an accurate description of the service users current circumstances and issues.

5.5.2 To maintain the different Council’s ICT system systems as they relate to service users ensuring compliance with GDPR.
5.6 To adhere to, and work within the boundaries SSSC codes of practice.
5.6.1
To prepare and participate in supervision, staff meetings and training to develop practice, skills and knowledge.
5.6.2 Maintain continual professional development records to ensure ongoing registration and compliance within the SSSC.



MORAY COUNCIL

PERSON SPECIFICATION

Post:




Housing Support Assistant.
Department:



Housing, Property and Communities
Date Specification Completed:
17 February 2025
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Experience of working with people with multiple needs.

Experience of multidisciplinary working.

	Experience of working with homeless or vulnerable people with varying support needs.
Knowledge and understanding of the difficulties faced by newly arrived refugees, including language and mental health and the ability to adapt service delivery to address this need. 

Knowledge and/or understanding of Welfare benefits, Housing rights, health systems, education systems. 


	(2) Education & qualifications*


	SVQ 2 in Health and Social Care or equivalent in Housing or related field.
SSSC Registration *or working towards.
Maintain SSSC registration through training and development of skills/knowledge.

	Knowledge and experience of Microsoft office packages, including Excel and Access.


	(3) Skills/abilities (general)


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

Ability to organise, plan, and monitor workloads.

Effective communication skills both oral and written.

To be able to work under pressure and prioritise workload.

	

	(4) Skills/abilities specific to post*


	The ability to gain the confidence of new citizens and/or people vulnerable to homelessness and ability to build up good rapport with them.

The ability to work in a multidisciplinary manner. 

The ability to keep accurate records relating to involvement with service users. 

You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service. Due to the rural nature of Moray this is normally undertaken by use of a car.

	Ability to confidently research and present information.
Excellent numeracy skills with high level of accuracy. 

	(5) Inter-personal & social skills
	Ability to relate to people with multiple needs in a calm, empathetic and confident manner.
Ability to be non-judgmental.
Ability to communicate complex information to confused and distressed citizens. 

	Ability to be compassionate and have patience. 

Ability to deal confidently with people who may present challenging behaviour. 


	(6) Working environment & physical demands


	Home visits to clients in own Tenancies, Temporary Accommodation, and Hostels.
Flexibility to meet the needs and demands of the service.

Ability to work in an open plan office of home working environment as required.
Ability to work in different offices depending on the needs of the service.
	

	(7) Requirements for the role
	This post is considered to be a ‘Regulated Role’ under the Disclosure (Scotland) Act 2020.  Under the Act it is a legal requirement for an individual undertaking a regulated role with children or protected adults to be a member of the Protecting Vulnerable Groups (PVG) scheme.    

Therefore, the successful candidate will be required to join the PVG Scheme or undergo a PVG Scheme Update check prior to any formal offer of employment being made by Moray Council. 


	


* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?                                                       
NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)    

YES
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)  
YES
Satisfactory pre-employment medical screening required?                                         
NO









