	RENFREWSHIRE COUNCIL

ENVIRONMENT, HOUSING & INFRASTRUCTURE
JOB OUTLINE


	SERVICE:
	Environment, Housing & Infrastructure


	SECTION:
	Housing Advice and Homeless Services

	POST TITLE:
	Assistant Prevention Officer (Youth)
	POST ID:


	

	GRADE:
	GR6
	LOCATION:
	Housing Advice and Homeless Services - Prevention Team

	REPORTING

TO:
	Prevention Services Coordinator


	PRINCIPAL ROLE:

	Assist and support a range of services within Housing Advice and Homeless Prevention Service such as, Prevention Officer, Assistant Prevention Officers and Renfrewshire Deposit Guarantee Scheme, for individuals who are homeless or threatened with homelessness, and work with a range of partners to tackle and prevent youth homelessness in Renfrewshire.  Assist in developing services that work towards preventing homeless in Renfrewshire.


Key tasks for which the postholder will be responsible: -
· Assist and support the Prevention Services Co-ordinator, Prevention Officer, Assistant Prevention Officer and RDGS Officer. 

· Carry out service users case assessments and develop support plans.
· Take part in service user case reviews.
· Key working with service users on daily basis where required.
· Assist in engaging appropriate specialist support providers.
· Set up and maintain appropriate office systems and identify areas for improvement.
· Ensure all case records are accurate and up to date and paperwork is completed on time.
· Prepare and produce reports as required.
· Interview and liaise with service users as required.
· Interview and liaise with landlords as required.
· Prepare lease agreements and other relevant paperwork if required (this is in Information Assistant job description)

· Visit clients at home where required.
· Complete property inventories when required.
· Assess suitability of possible properties for the development of RDG Scheme

· Where appropriate assist young people, who have already applied as homeless and living in temporary accommodation establish and maintain contact with their families.
· Assist Prevention Officer to mediate where appropriate between young people and their families.
· Assist service users to set up accounts with utility companies when required.
· Undertake a wide range of enquires.
· Assist service users with housing benefit and income maximisation.

· Negotiate payments and repayments for clients in debt to Finance & I.T. Department and Private Sector Benefits

· Support prevention services in contributing towards review of existing policies and practice and new service areas to ensure compliance with the legislative requirements and promotion of continuous improvement. 

· Contribute to the promotion and marketing of homelessness services and the provision of information to customers in keeping with the Council’s duty to promote equal opportunities.

· Assist in developing effective working relationships with Council departments and partner organisations and encourage active involvement from them to deliver joined up and seamless services. 

· Represent the section in internal and external working groups and meetings, functions, events as required.
· Continue to maintain regular contact for a period of no more than 6 months in the new tenancy, assisting the tenant to link in with other services as required.

· Ensure that all relevant details are passed on to follow on agencies as & when required.

To 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. 

