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Langley House Trust
TITLE:
Housing Officer
GRADE:
E1
ACCOUNTABLE TO:
Project Manager
JOB PURPOSE:
Tekoa House project housing service involves the Langley House Trust acting as a head tenant/managing agent for private landlords in order to release housing stock to intensively managed tenants of whom many will be ex-offenders or at risk of offending.
As a Housing Officer, you are responsible for ensuring compliance with the Trust policies, processes, procedures and stakeholder contracts, by liaising with staff, external agencies and partners; ensuring that all properties within the allocated portfolio are safe, habitable, fit for purpose and fully equipped in accordance with the Trust policies and the terms of the tenancy agreement with the relevant landlords.
	Key Responsibilities
	This list is not exhaustive but is indicative of your main areas of work

	A. Lettings and referrals – You will be required to assist in the management of the referral process within the project to achieve agreed occupancy/target levels. To lead in the assessment and management of risk including the operation of physical and situational security measures to control the level of risk posed to the public, staff and others in relation to the referral and letting of properties. The ex-offending and restrictive licence conditions (of some) of the applicants entail a very detailed referral and letting process and this will entail working with both police and probation along with the local authority housing department in order to ensure that the prospective tenants meet all of the service and statutory criteria.

B. Benefits advice – You will be providing information and advice about Welfare Benefits especially that of Housing Benefit.  Providing additional advice on benefits where appropriate to ensure that the tenant’s income is maximised in such a way as to achieve independent living.
C. Aids, Adaptations, Health & Safety – Where tenants have a physical disability, the Housing Officer will assist in assessment of needs and the provision of equipment/facilities as required. They will also be responsible within the Trust’s remit to maintain the building and equipment in an acceptable condition in order to meet health and safety, contractual and regulatory requirements. 
D. Tenant Consultation and Involvement – The Housing Officer will provide relevant information to tenants and get feedback from them on occupancy related matters, informing occupants about housing performance and oversee the housing management complaints and suggestions policy as directed by the Project Manager.  
E. Tenancy conditions – You will provide information about tenants’ rights and responsibilities, address breaches of occupancy with tenants using the Trust’s relevant policies and procedures. Signposting to and liaison with advocacy/agencies (including culturally specific groups). Encouraging and enabling tenants to develop social skills through specific programmes provided by relevant advocacy/agencies or by encouraging them to participate in the community. The Housing Officer will work with tenants to prevent potential eviction.
F. Rent arrears – The Housing Officer will take action to address incidents of rent arrears. Due to the vulnerability of the client group, the area of rent arrears will require a lot of intervention in partnership with benefit advice and advocacy/agencies. The Housing Officer will use the Trust’s Rent Arrears Procedures and record actions taken to address arrears on QLx (the Trust’s housing management database/ program).
G. Housing advice – The Housing Officer will be available for tenants wishing to move into alternative independent accommodation. Working with tenants to move on as part of structured housing management (action) plan and in line with the Trust move on procedures.

H. Tenants File, Records and Information – The Housing Officer is responsible for developing and maintaining accurate records including correspondence, housing management plans and health and safety records on the tenants file and other housing management records using QLx.
I. Statutory Agencies: The Housing Officer will support statutory agencies in the monitoring of risk and other support/care or training factors relating to the tenants and to write reports for the courts and others as requested in line with the Trust’s Confidentiality Policy.

J. Communication: The Housing Officer will ensure that the team is fully briefed on the tenants and referrals according to the method of communication advised by their line manager. To establish and maintain new contacts within the local authority that the Housing Officer works in; this will include dialogue with landlords, Housing Benefit, other agency, and non-agency providers.

K. Team Meetings: The Housing Officer will take an active part in team meetings.
L. Cover: The Housing Officer will be required to play a fair and equitable part in the rota. This will ensure that adequate cover is maintained at all times.


	General Management Responsibilities

	1. To support a Christ centred culture, values and reputation and Christian leadership in an environment that fosters teamwork, promotes diversity and which supports and respects all Stakeholders.

2. To support the delivery of the Trust objectives as identified in the Business Plan.

3. Ensure that appropriate risk assurance processes operate effectively.

4. Enhance the profile of the Trust by developing and maintaining new partnerships with key stakeholders.

5. To promote a culture of quality, economy, efficiency and effectiveness.


Signed: _______________________________

Date: _________________________________
LANGLEY HOUSE TRUST

Person Specification for Housing Officer
	SELECTION CRITERIA
	ESSENTIAL
	DESIRABLE
	EVALUATION

	Beliefs
	
	A practising and professing Christian, able to interpret the Christian Mission of the Trust to a contemporary society
	Application

	Qualifications 
	Commitment to work for, and obtain, a qualification deemed relevant to the post.
	
	Interview

	
	
	Have a relevant degree or postgraduate qualification such as housing, housing management or housing policy.
	Application

	
	
	Relevant HND subjects including property and social, economic or business studies. In particular, the following subjects may increase your chances:

Housing;

Estate management;

Urban studies;

Public administration;

Business management.
	Application

	Experience
	Demonstrable knowledge of a wide variety of housing issues.
	
	Application/Interview

	
	
	Experience of working with offenders or other disadvantaged groups in the criminal justice, housing, social services, not-for-profit sectors
	Application

	
	
	Good understanding of the issues affecting ex-offenders
	Application/Interview

	
	
	Understanding of the voluntary sector
	Application/Interview

	
	
	Knowledge or specialism in one area of work such as homelessness, housing finance or welfare benefits. 
	Application/Interview

	
	
	Experience of working in authority housing department or a housing association, or an organisation such as Shelter.
	Application/Interview

	Skills
	Flexible attitude to rapid changes in task.
	
	Interview

	
	Have a good understanding of budgetary control.
	
	Interview

	
	Well-developed listening and speaking skills. 
	
	Interview

	
	Able to deal discretely with delicate matters.
	
	Interview

	
	Literate to write letters and reports
	
	Application/Test

	
	Numerate to complete statistical returns
	
	Test

	
	Familiar with computer packages including Word, Excel, email and allied computer skills
	
	Application/Test

	Other 
	Willing to undertake a DBS check which must be satisfactory to the Trust.
	
	Application

	
	Fully supportive of equal opportunities for all.
	
	Interview

	
	Aware of the Home and Communities Regulatory Framework.
	
	Interview

	
	Have awareness of different cultures and backgrounds.
	
	Interview

	
	
	Motivated to help others and disadvantaged groups.
	Interview

	
	
	Driving Licence and vehicle available for visiting tenants, inspecting properties
	Interview
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