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Person Specification

	Job title:

	Team Leader (Data Control) - Temporary Accommodation Allocation Team 

	Job Family/
Grade/Level:
	Business Support/BS3b/Grade 6

	Summary of role:
	You will be required to manage the Homeless Temporary Accommodation Allocation Team. As the Team Leader you will ensure the effective day to day operation of the Homeless Temporary Accommodation Allocation Team ensuring that the service allocates homeless emergency accommodation effectively to fulfil or statutory duties. You will work with the Allocations and Green Wynd Coordinator to support effective placement management.

Basic Functions

· Oversee the day-to-day management of the Temporary Accommodation Allocation Team to ensure temporary and emergency accommodation is allocated effectively and efficiently in accordance with the community’s assessment of need. 
· Support an integrated approach to the management and allocation of void properties.
· Ensure effective recording systems are in place to ensure temporary accommodation use is reported across the service.

Duties and Responsibilities

· Manage the Homeless Temporary Accommodation Allocation Team Ensuring the effective allocation of temporary and emergency accommodation to homeless households in conjunction with HSCP operational services.
· You will work with a range of internal and external stakeholders on a day-to-day basis in order to ensure service users need for accommodation is met.
· You will work with our Community Homelessness Service in order to ensure that the Homeless Temporary Accommodation Allocation Team continues to provide a responsive service.
· You will share responsibility for spot purchasing emergency accommodation when required.
· You will support the continued reform of homelessness services particularly in relation to the management and allocation of homeless accommodation.
· You will support the Allocations and Green Wynd Coordinator to ensure full data qualities are maintain to a high level.
· You will manage and provide key statistical information relating to performance of the areas of your responsibility.
· You will work Closely with your team to ensure all Iworld responsibilities are maintained to expected levels, confirming accuracy of work completed.
· You will manage the daily requirements for all creations/terminations of tenancies, while ensuring the full completion of the HL3 process. 
· You will be responsible for the management of the Team’s work Rota ensuring all tasks within your remit are completed as per agreed timeframes.
· You will assist in ensuring all cost codes recorded within Iworld are accurate, rectifying any anomalies when required.
· You will ensure all staff in your span of control receive regular support, supervision and participate in the PDP process.
· You will ensure all Council procedures in relation to absence management are adhered to.
· You will participate in the Departments management of information systems.
· You will produce written reports and deliver presentations to a high standard.
· You will ensure all Council procedures in relation to absence


The above is not an exhaustive list of duties and you will be expected to perform tasks as necessitated by the council due to service change or change in working practices.   




	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications  & training
	
	Able to demonstrate commitment to CPD in Housing Studies, SQV Level 4 / HNC / Housing Qualifications or a willingness to work towards a qualification 

	

	Skills


	Have experience of working in homelessness or other related social care settings and have experience in applying legislation, policies and procedures 

Experience of collaborative working with partner agencies 

Possess well developed communication, assessment and analytical skills 

Display self belief and self awareness. 

Have the ability to self manage 

Able to analyse disparate information and make appropriate informed decisions 

Ability to advise, coach and support staff. 

Ability to deal with conflict and poor performance 

Be an effective communicator with employees, peers, service users, Senior Managers and partner organisations 

Be accountable for service delivery and improved outcomes for service users 

Ability to work effectively with others within the organisation and outside agencies 

	Demonstrate knowledge of homeless statutory responsibilities, relevant legislation, and an understanding of good 
practice standards in homelessness 

Have experience of supervising staff 



	

	Knowledge


	Knowledge of project management methodologies 
Awareness of the key areas of integrated service provision under the 
responsibility of the HSCP in Glasgow 

Awareness of Glasgow City IJB/HSCP and parent organisations’ strategic vision and priorities, including transformational change programmes and agendas 

Awareness of parent organisations’ policies and procedures relating to the management and support of staff 

	Understanding of key legislation and the national and local policy context in relation to health and social care 

Understanding of key governance and decision 
making structures and processes of Glasgow City IJB, HSCP and parent organisations, and how to operate within them 

Experience of using parent organisations’ policies and procedures relating to the management and support of staff 

 
	

	Other


	
	
	



	Competencies
	
	Evidence

	Personal Effectiveness
Self Development 
Level 1
	• You know and understand the different aspects of your job. 
• 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 come up with new or different ideas and ways of learning. 
• You’re aware of your own strengths, but also where you need to develop. 
• You join in with any training you need to do. 
• You try to develop your career.
	

	Providing Excellent Customer Service - Customer Orientation 
Level 2

	• You follow-up customer requests, to make sure actions are taken and issues resolved. 
• You measure customer satisfaction to find out what needs to be improved. 
• You explain to customers, how and why we can’t meet their needs, and offer alternatives. 
• You change the way you do things, to meet the needs of each customer. 
• You spot problems and take action, as soon as possible, to stop them getting worse. 
• You deliver more than you promised, and try to exceed expectations. 
• You make sure that there is continuity of service, as far as possible.
	

	Delivering Results - Motivation 
Level 1
	• You know what you’re good at, and what role you prefer to play within a team. 
• You’re keen to do things, and to do them well. 
• You work steadily to meet your targets. 
• You set new targets for yourself, once you’ve reached the old ones. 
• You enjoy a challenge. 
• You work well, even when time is short or things are difficult. 
• You don’t mind being told when you’ve done something wrong.
	

	Personal Effectiveness - Communicating 
Level 1

	• You get on well with people, by explaining your ideas clearly, so that they understand you. 
• You speak clearly and calmly, and you’re tactful. 
• You’re a good listener. 
• You answer questions in the right way - promptly and accurately. 
• 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.
	

	Managing Change - Planning & Delivering Change 
Level 1
	• You suggest ways to improve service in the work that you do. 
• You try to improve the way people do things, so that the quality of work is higher. 
• You question why people do things in a certain way, because you want to improve the way they’re done. 
• You point out where a system or process could work better. 
• You use what you’ve learned from your own, and other people’s experiences. 
• You look for ways to work more efficiently, rather than having to work harder. 
• You tell your manager about problems that keep happening, as well as any waste or inefficiency that you see.
	

	Leadership – Provides Support 
Level 2
	• You recognise when other people need support, and you offer to help them. 
• You support other people with their ideas and proposals. 
• You advise and direct other people, so that they clearly understand what you expect from their performance. 
• You recognise and congratulate people when their performance improves. 
• You encourage, and help to set-up, training and other development activities. 
• You look at people’s different abilities, workloads and needs when allocating work. 
• You deal with poor performance or unsuitable behaviour, in the most effective and appropriate way. 
• You check, and actively manage, how your people are performing against performance indicators. 
• You make time to support employees, by being open and visible to them.
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