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Person Specification 
 
	Job title: 
 
	Allocation Officer (Accommodation)

	Job Family/ Grade/Level: 
	Business Support/Grade 5/BS2b 

	Summary of role: 
	Main Function: 
· To participate as a member of the Temporary Accommodation Team, processing and monitoring the allocation of all emergency and temporary accommodation 
· Work in conjunction with the wider homelessness network and in particular with Casework Services, the Temporary Accommodation Development Section and the Property and Revenue Team 
· Maintain an up to database of emergency accommodation for service users and communicating with contracted service providers and voluntary organisations 
 
Duties and Responsibilities: 
1. To be a member of the Temporary Allocation Team to ensure the effective allocation of emergency accommodation within Homelessness Services 
2. Maintain a database of emergency accommodation for homeless people 
3. Communicate by phone, email etc with colleagues in other parts of the homelessness service and with contracted services about emergency accommodation 
4. To work within the team ensuring it provides an efficient and effective service in relation to all aspects of emergency accommodation, including following access arrangements and recording and monitoring of throughput 
5. Ensure the use of Temporary Accommodation is maximised and facilitate monitoring, in relation to the allocation of Temporary Furnished Flats 
· Bed and Breakfast 
· Green Wynd Flats 
· Projects and Commissioned Emergency Accommodation 
· Other elements of Temporary Accommodation as required. 
6. Work efficiently with the wider homelessness network in particular Casework Homeless Teams, Temporary Accommodation & Development Officers and Property and Revenue Team to ensure a planned, equitable and efficient use of accommodation resources 

	
	7. Participate in the ongoing monitoring and evaluation of all aspects of Temporary Accommodation and prepare and assist to produce statistical returns and reports as required 
8. Maintain and update all appropriate systems and records as required 
9. To co-ordinate and prioritise all referrals for accommodation 
10. To prepare daily, weekly and monthly statistical information on the use of homelessness accommodation 
11. To prepare management information on the supply and demand of emergency accommodation and temporary furnished flats 
12. Identifies the best use of all accommodation in terms of size and recognises letting restrictions 
13. Responds to Civil and/or Housing Emergencies as required 
14. Maintain and update all appropriate systems and records as required 
15. Be fully conversant with and operate, at all times, within current Health and Safety legislation 
16. Create and terminate tenancies and updates I World case notes As and when required as part of the new team format  
17. Assist with the Judicial Review process as and when required as part of the new team format.
18. Items 16 & 17 will revert back to being the sole responsibility of the Allocations Monitoring Officer should the Allocations Officer revert back to a 6-team format.
19. Any other duties appropriate to the post and in line with the needs of the organisation 
 


 
 
	Criteria 
	Essential 
	Desirable 
	Evidence 

	Education, qualifications  
& training 
	 
	HNC in Social Care or equivalent 
	Application form 
Certificates 

	Skills 
 
 
	Expertise in Microsoft 
Office, Outlook, Excel & 
Word 
 
Excellent communication 
skills 
 
Ability to work across a 
range of multi agencies 
 
Ability to work under pressure and to specific deadlines 
 
Self - motivated 
 
Sound judgement 
	IWorld & Carefirst user 
Homepoint 
 
Experience of working within team setting and experience of interagency working 
 
Ability to compile statistical information and 
prepare daily reports 
 
	Application form 
Interview 
References 
 

	
	 
Good decision making 
skills 
	
	

	Knowledge 
 
 
	 
	Good knowledge of homelessness issues and understanding of homelessness legislation. 
 
	Application form 
Interview 
References 
 

	Other 
 
 
	 
	Awareness of complex needs of service users and appreciation of relevant legislation and 
Codes of Guidance 
 
	Application form 
Interview 
 


 
	Competencies 
	 
	Evidence 

	Personal 
Effectiveness: 
Communicating 
(Level 1) 
	· You speak clearly and calmly, and you’re tactful. 
· You’re a good listener. 
· You make sure that people have understood you, and they know to pass the message on to others. • You write clearly, when needed, and in a way that people can understand. 
· You sort out information appropriately, and write, or input, it correctly. 
 
	Application form 
Interview 
References 
 

	Personal 
Effectiveness: Self-
Development 
(Level 1) 
 
 
	· You know what results you need to achieve, and how to achieve them. 
· You keep up-to-date with any changes in the skills and knowledge you need. • You join in with any training you need to do. 
· You try to develop your career. 
	Application form 
Interview 
References 
 

	Personal 
Effectiveness: 
Decision 
Making  
(Level 1) 
 
	· You find out what information you need, and then get it, to make the right decisions in the time you’ve got.  • You base your decisions on what you understand and assume about the information you have.  
· You ask other people for their opinions.  
· You know when to refer to your manager.  
· You know what else could happen if you don’t do something on time. 
 
	Application form 
Interview 
References 
 

	Providing 
Excellent 
Customer Service: 
Customer 
Orientation 
(Level 1) 
 
	· You treat customers fairly and consistently. 
· You provide a professional, polite and high quality service. • You spot mistakes or problems and apologise for them. 
	Application form 
Interview 
References 
 

	Providing 
Excellent 
Customer Service: 
Collaboration 
(Level 1) 
 
	· You work with other people to find ways of solving problems. • You work flexibly and you’re happy to help other employees. 
· You back-up team decisions and support the aims of the team. 
	Application form 
Interview 
References 
 

	Managing Change: 
Attitude  
(Level 1) 
 
 
	· You’re happy to be told about new ideas and ways of working. • You try hard to do things the new way, when things change. 
· You’re able to cope with change and handle situations that seem unclear. 
· You don’t mind being interrupted in the middle of a task. 
 
	Application form 
Interview 
References 
 

	Delivering Results: 
Planning  
(Level 1) 
	· You organise your work by thinking about deadlines, promises, and how important the different tasks are. 
· You prepare in good time, for any future work you need to do. 
· You’re realistic about the time you need to do a job, and will tell other people immediately if you can’t do something. 
· You ask for help when you need to. 
 
	Application form 
Interview 
References 
 

	Leadership: 
Provides 
Support  
(Level 1) 
 
	· You ask people to give you feedback, and to explain your targets and the best ways that you can meet them. • You give regular and helpful feedback to other people. 
· You make sure that you spend the right amount of time on the different aspects of your job, to meet all aims. 
 
	Application form 
Interview 
References 
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