 MORAY COUNCIL

JOB DESCRIPTION

	 (1)
JOB IDENTITY

	POST TITLE:
Housing Options Advisor
DEPARTMENT:
Housing, Property and 



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


REPORT TO: 
Housing Options Officer
GRADE:
5
POST NO:
MOR12331


	(2)
JOB PURPOSE AND WAY OF WORKING

	The role is focused on the prevention of homelessness through the delivery of mediation and liaising with landlords and families to reduce the risk of homelessness or tenancy break-down, as well as the exploration of alternative housing options.  The Housing Options Advisor will work with vulnerable households to try and prevent, wherever possible, homelessness arising.



	(3)
MAJOR TASKS

	To offer tailored information, advice and mediation to prevent people from becoming homeless.
To liaise with landlords and tenants in relation to Landlord and Tenant Act 1985, Section 11’s and Risk Assessment Plans.
To provide an enhanced advice and assistance to vulnerable adults at risk of homelessness.
To keep good records of all contact with service users and to ensure that these are kept updated and that they are comprehensive for audit purposes.
To maintain and manage cases until there is a clear outcome to a customer’s housing situation.




	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	HOUSING NEEDS OPERATIONS MANAGER
HOUSING OPTIONS OFFICER
HOUSING OPTIONS ADVISOR *


SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


	(5)
DUTIES TYPICALLY INCLUDE:

	5.1 
To offer tailored information, advice and mediation to prevent people from being made homeless
5.1.1 
To provide tailored information and advice to service users as part of a housing options interview and to set out their current options based on their current circumstances and aspirations.

5.1.2     To liaise with families, friends, landlords, statutory and other agencies to try and stabilise 

        
the accommodation situation by offering a solution focused way forward through negotiation and  

        
use of contracts of agreement.
5.1.3 
To offer support to the person and the wider family unit to maintain the situation once 

       
Stabilised.
5.1.4 
To explore alternative housing options for those people where the accommodation situation  

        
is not sustainable.
5.1.5     To provide the service user with a record of their housing options interview.

5.2 
To liaise with landlords and tenants in relation to Landlord and Tenant Act 1985, Section 11’s &  Risk Assessment Plans
5.2.1 
To liaise with area housing officers and landlords across all tenures to avoid eviction or loss of 

        
Tenancy.
5.2.2 
To offer mediation and advocacy to sustain the tenancy.
5.2.3 
To provide financial advice to maximise income, stabilise rent arrears and 

        
make effective repayment agreements.
5.2.4 
To assess any identified support needs of tenant and implement supports.
5.2.5 
To make referrals to any other appropriate agency.
5.3 
To provide enhanced advice and assistance to vulnerable adults at risk of  

      
homelessness
5.3.1 
To assess client need through a support matrix and refer to appropriate supports.
5.3.2 
To make referrals to external teams/agencies where required.
5.4        To keep good records of all contact with service users and to ensure that these are kept updated and that they are comprehensive for audit purposes.
5.4.1     Maintain comprehensive options interviews and update these if further contact is made by the service user.

5.4.2    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.

5.4.3     To maintain the different Council’s ICT system systems as they relate to service users.

5.4.4     To manage and prepare records to support case management, supervision and ERDPs.
5.5       To maintain and manage cases until there is a clear outcome to a customer’s housing situation

5.5.1    To offer mediation and advocacy to sustain the service users accommodation.

5.5.2 
To provide financial advice to maximise income, stabilise rent arrears and make effective repayment agreements.

5.5.3 
To assess any identified support needs of tenant and implement supports.

5.5.4 
To make referrals to any other appropriate agency.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.

	


 MORAY COUNCIL

PERSON SPECIFICATION

Post:




Housing Options Advisor 

Department:



Housing, Property and Communities
Date Specification Completed:

 February 2023
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


	Demonstrable experience of working with people with multiple needs, e.g. addictions or mental health problems.
Proven experience of assessing people In housing need.
Experience of multi-disciplinary working, e.g criminal justice team, social work.
Good use of ICT and experience of using Microsoft Office or equivalent package on a daily/regular basis.

	Experience of working with vulnerable people.
Demonstrable experience of mediation work.
 

	(2) Education & qualifications*
	Minimum of 4 school level qualifications including Arithmetic and English.

	ECDL or equivalent.
Qualification in Housing related field or willingness to work towards a housing qualification.

	(3) Skills/abilities (general)


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

Proven ability to organise, plan, monitor workload and to keep accurate records.
Willingness to accept direction/delegation.

	The ability to respond to conflicting and competing demands.



	(4) Skills/abilities specific to post*


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

	

	(5) Inter-personal & social skills


	Appreciation, acceptance of and an understanding of confidentiality.
Ability to show empathy and sensitivity towards others.

	

	(6) Working environment & physical demands


	Home visits to clients in Own Tenancies or current accommodation.
Ability to work flexibly in open plan office to meet the needs and demands of the service.
	

	(7) Requirements for the role
	The successful candidate will be required to undergo a Level 1 Disclosure Scotland 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?





YES – Level 1
Membership of Protecting Vulnerable Groups Scheme(Working with Children)?         
NO

Membership of Protecting Vulnerable Groups Scheme (Working with Adults)?

NO
Satisfactory pre-employment medical screening required?




NO









