MIDLOTHIAN COUNCIL

Job SUMMARY


	JOB TITLE: HOUSING OFFICER (GENERIC) PPT2
	POST NO(S):

	SECTION/UNIT: CUSTOMER AND HOUSING SERVICES 

	DIRECTORATE: HEALTH & SOCIAL CARE

	REPORTING TO: HOUSING SERVICES TEAM LEADER

	REPONSIBLE FOR: none

	2. JOB PURPOSE:

As part of a team, contribute to provision of efficient and effective housing services across allocations, lettings and housing options and to address housing estate management and tenancy breaches, including low level nuisance in local communities by intervening, or referring to other agencies to resolve serious cases.

Inspect, allocate and manage accommodation in accordance with relevant legislation, good practice guidance and Council policy, procedure and performance framework.



	3. MAIN DUTIES:

Responsible for providing comprehensive housing advice and assistance to customers in accordance with relevant housing legislation and Midlothian Council’s policies & related procedures.

Housing Allocations

Assistance with applications for partners in Midlothian’s Common Housing Register and other RSL’s, terminations of Midlothian Council tenancies, processing house sales to appropriate scheme variant, house exchanges, tenancy issues, contents insurance, tenancy consents, garage lock-ups, garage sites. 

Assessing applications for housing and weighting needs to priority points in accordance with policies and legislation. Assessing eligibility of applicants to succeed to tenancies or transfer and assign tenancies and buy their home. Maintain & review waiting list of applicants.

Interview and assess clients when accepting housing applications to the Common Housing Register. Interview and assess clients when carrying out pre termination & pre allocation visits. Interview applicants for housing, house exchanges and alterations to tenancy to verify accuracy of details provided. 

Sign up Council tenants and create tenancies on Capita Housing system.

Operate the selection procedure for vacant properties in accordance with Midlothian’s Housing Allocation Policy, thoroughly interrogate Capita Housing and W2 systems to verify details provided by applicants. Ensure void properties are let as quickly as possible in accordance with performance targets.

Contribute towards the development of policies and procedures and testing of software.

Determine whether or not requests for house exchanges, succession/assignation and transfer of tenancy can be approved. Request necessary tenancy reports and refuse non – compliant requests, advise of outcomes, tenancy processing and where necessary advise on appeal procedure. 

Maintain Midlothian’s Common Housing Register, review housing applicant circumstances annually, use Capita Housing systems to run shortlist of possible tenants, verify validity of information, request arrears and former tenancy checks.  

Undertake pre-allocation & pre-termination inspections to recommend / advise customer of any necessary remedial work required to bring property up to Midlothian Council’s void property standard and any other remedial action required for re-housing.

Nominate suitable applicants to Housing Associations, request input from Extra Care Housing Panel when necessary for vacancies. Notify other teams to update their records.

Update change of circumstances for housing applicants and notify other teams.

Approve applications for garage lock ups, garage sites, maintain and review waiting lists and allocate when available. Update Capita Housing system and notify technical staff when available to allocate. 

Approve house exchange requests and upload photographs to Homeswapper website. Determine eligibility of requests to swap houses and request tenancy reports. Refuse applications where appropriate. Notify tenants, create and cancel tenancies where required.

Assess applications from Midlothian Council tenants to purchase their home in accordance with the relevant legislation. Verify delineation & measurements of gardens areas on feu plans for house sales.

Tenancy & Estate Management

Responsible for estate management duties in accordance with relevant housing legislation and Midlothian Council’s policies & related procedures (Estate Management Framework).

Undertake pre-allocation property inspections to ensure accommodation complies with defined quality standards, liaising with Property Services, Commercial and furniture provider. 

Collaborate with Property Services to ensure void properties are progressed timeously and determine when a property meets required standards and is ready for viewing by prospective new tenants.

Request and confirm any repairs required to MC accommodation.

Allocate and let properties to prospective tenants explaining landlord and tenant obligations. Carry out subsequent new tenant visit.

Arrange and supervise temporary decanting of tenants from houses due for refurbishment including furniture removals and matching tenants to temporary accommodation in liaison with relevant colleagues.

Create new tenancies on Capita Housing system.

Establish eligibility & arrange furniture packs for qualifying homeless applicants, including liaison with external supplier.

Identify and report estate management and tenancy issues to Midlothian Council’s Community Safety Team, Property Services, and Environmental Health and other relevant services to take appropriate remedial action.

Undertake investigations and compile evidence as part of the preparation of legal paperwork (e.g. NOPFROPS, Sect 36  and NTQ for SSST, Notice to Remove fir illegal occupation).  As part of case investigation, ensure that detailed statements are taken in accordance with legal requirements and established procedures; maintain detailed reports of all interviews and information gathered for assessment, audit trail and statistical purposes. 

Issue verbal/written warnings to tenants for anti social behaviour/ tenancy breach  issues regarding the tenant or anyone living or visiting the property.

Ensure that cases under investigation are monitored to ensure that they meet agreed service standards; maintain regular contact with referrers and complainants and keep them apprised of developments. 

Decide when court action is necessary, investigate and gather evidence in accordance with legislative procedure and prepare detailed written reports to send to the Council’s Law and Administration Unit; give evidence at the Sheriff Court, as necessary.

Fully investigate, prepare and serve abandoned property paper work, prepare and carry out repossession of property.  Prepare paperwork and make available belongings within the prescribed timescale.

Work with other agencies to manage the gas forced entry programme, co-ordinating delivery of letters and appointment cover. Attend gas servicing visits and force entry as required.

Attend estate walkabouts, liaising with other council services and elected members as required. 

Maximise the Council’s income by ensuring the correct rent and service charges are paid and enforce the tenancy agreement, including preparation of legal papers for court.

Assess tenants support needs and make referrals to mediation, social work, tenancy support or other relevant agencies.

Visit and advise tenants to bring their property to an acceptable standard, including at the pre-termination stage.

Establish links with other Council Services and external agencies such as CAB, money/debt advice, housing associations and building contractors to facilitate co-ordinated operations.

Attend and contribute to multi-agency meetings involving other Council services & external agencies.

Cancel Midlothian Council tenancies, notify other teams and request voids inspection for relet. Ensure cancellations are prioritised to reduce void period and loss of rent. Monitor return of keys and request lock change when necessary.

Investigate and assess suitability of applications from tenants and owners for permission to make changes to their property (e.g. fences, garden huts, driveways, laminate flooring), including liaison with Property Services if further guidance required. Approve and refuse requests, follow up agreement to conditions and update spreadsheet for performance indicator monitoring.

Liaise with the Council’s Legal Services regarding boundary and access issues and advise tenants accordingly.

Investigate and advise on the sale of Council land.

Promote the Council’s Tenant Participation Strategy and participate in events, including evening meetings, as required.

Provide tenants with guidance and assistance regarding termination of Scottish Secure (and short) Tenancy.

Provide tenancy reference reports for external agencies.

Liaise with tenants and contents insurer, update Capita Housing system, and update rent charges.

Ensure all necessary paperwork is obtained and notes added to operating systems for audit purposes, performance monitoring and statistical reporting to Scottish Government.

Create spreadsheets where required to monitor service improvements and provide performance information to customers. Identify & recommend improvements to service.

Monitor documents produced on Comino and instruct changes where necessary.

Report changes required to website information.

Test new software or releases to ensure full functionality and report errors.

Provide on desk training to new staff members on duties and guidance to outside agencies / other sections as required.

Contribute to the development of policy and procedural changes in order to improve service delivery.
Develop, refer and maintain links with other service providers and Council services dealing with individuals eg social work, education, property services and external agencies eg police, tenancy support services, housing associations & other local authorities.

Any other appropriate duties as directed by senior staff.

	KNOWLEDGE

Operational knowledge of housing policy and related legislation is desirable to deliver accurate information and make balanced judgements within statutory requirements & strict guidelines.  

The jobholder should have experience of dealing with vulnerable and disadvantaged clients, and have knowledge of giving welfare related advice and signposting to support networks. Knowledge of housing and related legislation in the operation of Council policies and procedures

Knowledge of MS Office or similar Spreadsheet and Word processing applications is essential. 

Homepoint Level 2 or 2 Highers, including English, or SVQ equivalent combined with necessary experience. A diploma in Housing Studies is a desirable qualification.

If the jobholder does not meet the educational criteria, they will have to evidence they have the capacity to meet the educational standard.

The jobholder requires knowledge of a wide range of jobs and associated activities and will generally need an extended period of relevant working experience to become fully competent & familiar with all aspects of the job (2 years).
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