



SEFTON MBC Communities Department


Job title	Housing Options Support Worker	

Grade:  			F

Location:			Agile within locality delivery points 	

Post No:			300128

Job Evaluation Number 	A4755

Responsible To:		Housing Options Team Leader  	

Responsible For:		N/A



JOB PURPOSE

To work under the direction of the Housing Options Team Leader and with the Housing Options Team to assist in the delivery of the Housing Options functions.  To provide effective and efficient triage of referrals to Housing Options.  To make positive contribution to the team and to act as the first point of contact for the public/practitioners.

MAIN DUTIES

1. Process, in line with agreed pathways, initial enquiries made to Housing Options by members of the public, professionals, Council staff and from other agencies, whether by telephone call, letter, electronically or in person.

2. Answering queries at the ‘front door' by accessing, and providing, accurate up to date information on available support services.

3. Supporting Housing Options Team colleagues with associated tasks in order to facilitate the Council statutory duties under the Homelessness Reduction Act 2017.

4. Develop and maintain excellent working relationships with a variety of stakeholders at all levels and across partner agencies. 

5. Ensure collation and dissemination of accurate information and research to the Housing Options Team.  

6. Carry out research regarding referrals and enquiries by interrogating relevant systems and files taking account of historical and current information.

7. Maintain accurate recordings of calls, emails or other communications and update systems accordingly.

8. Provide business support functions to the Housing Options team as requested.

9. Undertake appropriate administrative, clerical and financial routines, and maintain all records to comply with data protection and designated requirements.

10. Collate appropriate and accurate information from referrals and other sources in order to record onto the Housing Options database in order for informed decisions to be made by Housing Options staff upon referral, or to pass or signpost to the relevant Council department and/or other agencies.

11. Advise Housing Options Team Leader, when a referral may require immediate attention and prioritise referrals based upon risk or need.

12. Work with vulnerable adults to obtain consent for enquiries from other professionals and agencies, and to share information as required. 

13. Ensure the security, confidentiality and quality of all data provided is compliant with GDPR requirements.

14. Contribute towards the development and implementation of department operational procedures and policies.  Record when information supplied is not considered relevant.

15. Comply with relevant policies and procedures associated with housing and homelessness including those relating to information-sharing, risk assessment and escalation.

16. Sift, gather and extract key information from referrals in order to identify any relevant information that could relate to potential risk of harm.

17. Maintain own Continuous Professional Development, keeping up to date with changing policies and procedures through training, coaching and development activities, as appropriate.

SPECIAL CONDITIONS ; The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Where the post holder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job



Date:                   April 2021

Designation:       Locality Manager, Communities.





Person specification:  Housing Options Triage Officer


	Personal Attributes Required

	Essential (E) or   Desirable (D)
	Method of Assessment


	Qualifications

Literate and numerate – GCSE A*-C Grade/Level 2 or equivalent in English and Maths
Computer qualification e.g. ECDL, CLAIT
	

E


D
	

AF  I


	Experience 

Expertise in at least one discipline within the Sefton Housing Options Service offer and the ability to provide advice and guidance relative to the business processes related to this discipline

Experience of using IT systems to maintain accurate records and management of data

Experience of dealing with multiple priorities, balancing conflicting demands and working to deadlines with limited resources

Experience of working with external partners and agencies
	

E





E


E



E
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AF  I



	Knowledge / Skills / Abilities

Ability to scrutinise processes and procedures and implement improvements to working practices and develop solutions in partnership with stakeholders.

A working knowledge of safeguarding procedures, legislation and regulations governing the Communities Department offer 

Ability to communicate effectively with the wider community and external partners to develop good working relationships and deliver a co-ordinated response.

Awareness of external scrutiny practices and how such practices influence service delivery

Ability to ensure high standards are
embedded within all work practices in order
to meet performance indicators.

Ability to develop knowledge of all Housing Options case management systems and practices.

Demonstrate excellent customer service skills and ability to recognise where improvements can be made.

Knowledge of information management and governance protocols including General Data Protection Principles
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E



E
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AF = Application Form  I = Interview
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