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JOB DESCRIPTION & PERSON SPECIFICATION – BELOW GRADE 8

	SERVICE AREA:

	Adult, Children & Family Services (ACFS)
	POSITION NO:

	SECTION:

	Integrated Youth Support  Services
	GRADE: 4

	JOB TITLE:

	Housing Support Officer
	DATE PREPARED: 6 June 2019

	EVALUATION DATE:
	18 June 2019
	JE NUMBER: NC3260


	THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
(a) Specified under the act*
(b) Designated as politically sensitive*
*Delete the categories that are not applicable
If the post is not politically restricted, this section must be removed.

	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: To work within the Integrated Youth Support Service to support an effective and high quality young people’s housing and support service by working proactively and collaboratively with other members of staff, service users and partner organisations to ensure services are fully coordinated and are working collectively towards the objectives of homelessness prevention and positive outcomes for each individual service user.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults 

	2.
	Provide a high quality and efficient first point of contact, ensuring accurate communication between young people, colleagues, or other agencies are effective in discharging statutory responsibilities to homeless young people and their families.     

	3.
	Advises young people, staff and members of the public by providing and explaining housing options and rights and signposting within level of responsibility to appropriate services. Seeks alternative sources of assistance/information when necessary.

	4.
	Receives service enquiries and responds within determined guidelines and responsibility or takes messages/refers to more appropriate officers.

	5.
	Responsible for organising and minuting meetings and providing and circulating required action logs adhering to data protection principles when  handling sensitive, confidential  and potentially contentious information, organising own and others work. 

	6.
	Undertakes routine clerical duties including filing, photocopying and wider processing functions such as data entry, records/diary checking/updating, application distribution and collection invoice order processing and claims processing utilising pre-determined procedures and IT systems.

	7.
	To maintain awareness of children and family circumstances and to keep up to date with developments within casework by being an integrated member of the team.

	8.
	Collects, collates and prepares information returns and or statistics including complex document processing functions including the preparation of performance information reports to an agreed timescale and professional format to help inform service planning and statutory performance returns.

	9.
	Maintains accurate service user records and performance data inputting across multiple ICT systems to enable accurate forecasting and contribute to the early identification of housing and wider needs. 

	10.
	Prepares and issues orders for goods and services and equipment via the Oracle system. Ensures accuracy of recording of receipt and payment s for service and goods.

	11.
	Updates Single Point Of Contact Housing Related Support database and ensures accuracy of placement information to ensure accurate budget spend data and forecasting is available to the service manager.

	12.
	Performs such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

	13.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL: The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:
No direct responsibility for staff other than contributing and promoting the work of the service area.

2.	Responsibility for Customers/Clients:

Responsibly to undertake the function as required by Targeted Youth Support to enable the efficient delivery of services to customers whilst adhering to directorate service specifications.

Responding to a range of enquiries from members of the public

3.	Responsibility for Budgets:
None


4.	Responsibility for Physical Resources:
Contributes to the maintenance of a healthy working environment and ensures that equipment used by the service is maintained and/or maintenance needs reported.
	



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
Works closely with all staff across integrated youth support services including commissioned external youth work and housing providers to ensure young people at risk are identified early to reduce risk and build resilience.  

2.	With Any Other Council Areas
At the direction of the IYS manager, work closely with the Housing Department.
Ensures close working relationships with Hull Youth Justice Service and the staff across Integrated Looked After Child Services and Hull Children’s Social Care.


3.     With External Bodies to the Council
Ensures effective working relationships and clear referral pathways with the Police, hostels and supported accommodation providers and all education establishments including alternative education providers, colleges, sixth forms and training providers.





	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Targeted Youth Support     Manager

	
	
	

	Other jobs (peers) that report to immediate line manager
Access and Support Senior
X 2 Targeted Youth Support Officer.
X 3 Housing Options Officers
X2 Shared Tenancy Officer
	
	This Position
Housing Support Officer
Grade 4


	
	
	











	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	
	
	
	


	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 

	
	
	
	
	
	


	
On occasion dealing with challenging behaviours including the potential for verbal abuse


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	
	
	Will be in contact over the phone and in person to young people and their families often in distress. 



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	ECDL or equivalent
	
	x
	

	
	Good standard of general education including good applied literacy and numeracy skills
	x
	
	AF,I,R

	
	NVQ Level 3 Business Administration qualification or equivalent.
	
	x
	AF,I,R

	2. 
	Relevant Experience:

	
	Experience of organising own and others’ work in a busy working environment.
	x
	
	AF,I

	
	Experience maintaining administrative and monitoring systems.
	x
	
	AF,I

	
	Experience of working in a customer focused working environment.
	x
	
	AF,I

	
	Experience of updating and maintaining sensitive and contentious information and records.
	x
	
	AF,I

	
	Experience of operating financial processes within the bounds of procedures. 
	x
	
	AF,I

	
	Direct work with children, young people and families in a social care or youth work setting.  
	x
	
	AF,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults.
	x
	
	AF,I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults.
	x
	
	AF,I

	
	Ability to manage own workload and coordinate others in a challenging environment to organise and prioritise work to deliver all service objectives to the required standards whilst meeting deadlines.
	x
	
	AF,I

	
	Excellent Microsoft Office and IT skills and an ability to use the suite to a high standard including ability to accurately record performance data and provide service performance reports.
	x
	
	AF,I

	
	Ability to make effective decisions regarding housing and homelessness advice demonstrating sound judgement in escalating issues where necessary.
	
	x
	AF,I

	
	Able to organise and take meetings minutes/action notes and reproduce timely and accurate meeting records with associated action logs.
	x
	
	AF,I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults 
	x
	
	AF,I

	
	Sound knowledge of the Homelessness Reduction Act 2017
	x
	
	AF,I

	
	Knowledge of housing and homelessness issues and how it impacts on children, young people and families.
	x
	
	AF,I

	
	Understanding the principles of good database management.   
	x
	
	AF,I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults.
	x
	
	AF,I

	
	Good verbal communication skills with a high degree of customer focus and able to maintain a professional approach at all times.
	x
	
	AF,I

	
	Able to build excellent rapport with young people, families and colleagues within the service area.
	x
	
	AF,I

	
	Written Skills

	
	Ability to write structured and concise performance reports.
	x
	
	AF,I

	
	Ability to present written information of a complex and sensitive nature appropriately and to agreed professional standards.
	x
	
	AF,I

	
	Be required to undertake other duties that may be required from time to time within the general scope of the post
	x
	
	AF,I

	6.
	Other:
	
	
	

	
	None
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	X
	
	

	
	Improving services
	X
	
	

	
	Analysis and decision making
	X
	
	

	
	Making things happen
	X
	
	

	
	Communicating with impact 
	X
	
	

	
	Collaboration 
	X
	
	

	
	Developing self and others
	X
	
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
	
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced disclosure & DBS Children’s Barring List check from the Disclosure & Barring Service (if crossed as an essential requirement).

	X
	
	DBS Disclosure

	
	If the post holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	X
	
	AF(after short listing)

	
	If the post holder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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