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RENFREWSHIRE COUNCIL

ENVIRONMENT, HOUSING & INFRASTRUCTURE 

JOB OUTLINE


	SERVICE:   
	Environment, Housing & Infrastructure 

	SECTION:
	Housing Services

	POST TITLE:
	Housing Assistant

	REPORTING TO:
	

	GRADE:
	GR4

	LOCATION:
	



	PRINCIPAL ROLE:

	Support Housing Officers in the delivery of housing services by assessing and advising on options for customers who contact the Council expressing a housing related need.  Interviewing customers at point of tenancy sign-up and key tenancy changes including termination of tenancy and ensuring we maximise the income for the Council and minimise rent arrears.  




Key tasks for which the post holder will be responsible:

1. Carry out a comprehensive pre interview search of information systems to profile current and prospective customers ensuring full indebtedness known where appropriate for every contact made.

2. Personal interviews with customers contacting the Council expressing a housing related need at Council premises or in customers home based on customer requirements.

3. Real time electronic input of customers details on relevant IT systems.

4. Ensure all relevant information is gathered to enable a full and informed assessment of housing options.

5. Carry out assessment and make decisions on housing options and relevant referral routes, advising customers and updating all relevant systems.

6. Complete referral requirements as appropriate, liaising with internal and external contacts where necessary.

7. Carry out duties related to rental payments and enquiries including associated financial transactions.  Advise and assist customers in benefit take up, employability advice, maximising income at all opportunities and referring to specialist money advice where required.

8. Undertake arrears interviews in accordance with the Council’s policies and procedures.

9. Negotiating and agreeing instalment arrangements with customers.

10. Assist with the maintenance of accurate records of all arrears action proposed and undertaken, issuing correspondence in accordance with the arrears escalation policy.

11. Supports Housing Officers in targeting areas for attention in dealing with arrears and other tenancy issues.

12. Interview and sign-up new tenants, advising them of their rights and responsibilities in accordance with new tenant procedures.  Complete all associated documentation and update information on the Housing Management IT system.

13. Deal with applications for changes of tenancy and housing related permissions as required and in accordance with Council policy.

14. Provide advice and guidance to staff and partners as required.

15. Ensure effective communications when referring cases to other staff ensuring seamless transfer in the interest of customers.

16. Identify vulnerable adults through customer contact, and refer to appropriate services for support.

17. Assist in the preparation of cases for submission to Housing Occupational Therapist and Community Care Panel.

18. Liaise with other sections of Housing and Property Services, other service areas and community planning partners as required to ensure an effective response to customer enquiries.

19. Deal with general enquiries relating to other Council Services and partner agencies as necessary.

20. Provide high quality and customer focused communications.

21. Deal with customer complaints and refer to line manager where appropriate.

22. Reply to correspondence from customers in relation to service responsibility.

23. Ensure all manual records, files and computer systems are kept up to date as required. 

24. Make effective use of IT systems.

25. Ensure effective links with specialist teams, other teams and partners to ensure a high quality ‘One Stop Answer’ for our customers.

26. Identify areas for service improvements and make recommendations to Line Manager.

27. Ensure that equal opportunities are applied in the delivery of the service.

28. Adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.

This description is indicative of the nature and level of responsibilities associated with this job.  It is not exhaustive and the job holder will be required to undertake other duties and
responsibilities commensurate with the grade.
