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	JOB DESCRIPTION


	Post Title:


	Accommodation Officer

	Post Number:


	

	Grade:


	Grade 5

	Service:


	Addiction Services and Homelessness

	Section:


	Housing Options, Homelessness & Community Integration

	Responsible to:


	Senior Accommodation Officer

	Overall Purpose of the Job:



	To assist the Senior Accommodation Officer in implementing an efficient and effective estate management system for temporary accommodation. 

The post holder will operate as part of the Housing Options and Homelessness Advice Services’ Accommodation Team.

	Main Duties and Responsibilities 



	1.
	To monitor the delivery of a data driven service model to embed the priority objectives of the Rapid Rehousing Transition Plan. 

	2
	To monitor efficiency measures to ensure targets are met for void turnaround and time spent in temporary accommodation

	3
	Implement the rent arrears recovery process taking responsibility for arrears and undertaking quality assurance of both current and former tenant arrears

	4
	To handle data extracts from the SDM system using Microsoft Excel reporting tool for effective monitoring of rent arrears.

	5
	To confidently report to the Senior Accommodation Officer on trends for rent arrears, void turnaround and manage the process for rechargeable repairs.

	6
	To confidently manage low level antisocial behaviour and ensure temporary accommodation estate runs smoothly and efficiently

	7
	To implement income maximisation processes and ensure prevention of debt accruing through knowledge of the welfare system and liaison with Revenue and Benefits

	8
	To confidently report to the Senior Accommodation Officer on trends for the purpose of forecasting future financial wellbeing of the service.

	9
	Participate in the Service Model, Finance, Estates and Accommodation and Information and Data sub-groups of the Programme Board

	10
	Assist the Senior Accommodation Officer in managing the temporary accommodation stock in Inverclyde

	11

	To manage accommodation ensuring good order, cleanliness and optimum efficiency of service utilities.

	12
	Ensure efficient management of the void process to keep rent loss to a minimum.

	13
	Liaise with Assessment and Support Team to ensure out of hours procedures are adhered to

	14
	Monitor the efficiency and effectiveness of responses to estate management issues and anti-social behaviour complaints.

	15
	Supervise and sample check the process for reporting repairs and liaise with the Senior Accommodation Officer on impact to service delivery

	16
	Assist the Team Lead in effectively communicating implementation developments to HSCP staff.

	17
	To ensure the correct processes are adhered to for the prevention of rent arrears and that all efforts are made to recover outstanding arrears by ensuring benefit entitlement is maximised

	18
	Sample check input to financial management and arrears monitoring systems.

	19
	To manage arrears and quality assure the processes adhered to at allocation of accommodation are maintained.

	20
	Inform the Team Leader (Accommodation) of issues and risks which may impact on the project’s timescales and recommend corrective actions through regular Checkpoint Reports.

	21
	Accept responsibility for personal development, through participation in supervision and relevant training events.

	22
	Promote anti-discriminatory practice and HSCP Equalities Outcomes. 

	23
	Perform any other duties as determined by the Team Leader (Accommodation) and Service Manager.


Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.

Date Produced: June 2024
	PERSON SPECIFICATION

	The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post.  It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview. 

In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of sex, age, disability, race/ethnic origin, religion or belief, sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and maternity and caring responsibilities or social status, unless it can be justified on objective grounds

	POST TITLE:    Accommodation Officer

	ATTRIBUTES
	ESSENTIAL: 

The minimum acceptable level for safe and effective job performance
	DESIRABLE: 

The attributes of the ideal candidate

	ATTAINMENTS/ EXPERIENCE

1.Educational

(e.g. qualifications, membership of professional bodies)

2.Occupational

(e.g. management experience)


	Ability to work in an information sharing environment where confidentiality is a key factor.

Previous experience of working with people with complex needs

Previous experience of working with the public.

 A working knowledge of homeless legislation

Working knowledge of a housing management system (e.g. SDM or similar)

Previous experience or evidence of dealing with difficult/stressful situations

Working knowledge of Health & Safety legislation


	An interest in social care issues.

Experience of working within a hostel setting

Experience of rent accounting systems

Knowledge of Housing Benefit system



	SKILLS & ABILITIES

(e.g. work ethic, motivation, judgement, initiative, analytical skills, problem solving skills, report writing skills)


	Motivated and enthusiastic.

Ability to communicate with both clients and professionals from other agencies.

A non-judgemental approach to enable working within an environment where our core values as a HSCP employee include empathy and respect (non-judgemental) and promotion of social inclusion

Ability to write clear and concise casenotes. 

Professional approach in dealing with the public.

	Ability to work on own initiative with minimum supervision.



	SPECIAL APTITUDES

(e.g. numerical skills, manual dexterity, driving licence)


	Computer skills. 

Good literacy/numeracy and excellent communication skills.

Full UK Driving licence


	Experience/willingness to drive a van

	ANY ADDITIONAL JOB RELATED REQUIREMENTS (e.g. ability to work irregular hours, shifts)


	Comfortable in lone working situations


	

	DISABLED APPLICANTS AND GUARANTEED INTERVIEWS

	Under the Disability Confident Scheme, an applicant who indicates they have a disability and who meet the essential requirements for the vacancy will be offered a guaranteed interview. 
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