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Job description
Job title Choice Based Lettings Assessor
Grade F
Directorate Regeneration and Economic Development
Section/team Choice Based Lettings, Housing and Property
Accountable to Team Leader - Choice Based Lettings
Responsible for No responsibility for employees
Date reviewed 1 August 2024

Purpose of the Job

The purpose of the Choice Based Lettings service is to provide and maintain a
housing needs register in order to facilitate the allocation of social housing
accommodation for Knowsley residents.

The role of the Choice Based Lettings Assessor is to be responsible for the
administration of the Choice Based Lettings service in such a way that complies
with the Council’'s statutory duties. This will include supporting with the
management and operation of the Council’s housing register and allocations
policy, as currently set out in the Property Pool Plus (PPP) Allocations Scheme.
They are also responsible for providing services available to all applicants who
require assistance to participate in the Property Pool Plus scheme.

This job will require a commitment to continuous quality improvement:
achieving performance targets: a customer driven attitude: flexibility in
approach to work, positive attitude to change and awareness of the priorities
and objective of the service.

Duties and Responsibilities

This is not a comprehensive list of all the tasks, which may be required of the
post holder. It is illustrative of the general nature and level of responsibility of
the work to be undertaken.

1. Toundertake a full range of administrative duties in relation to Choice Based
Lettings to support delivery of the function and to provide a consistent
service to customers.

2. Supporting customers where required which may include supporting them
to apply to join the housing register, provide assistance and advice on
obtaining and providing information/ documentation required to support their
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10.
11.

12.

13.

applications, respond to general queries regarding Property Pool Plus by
email or letter within the prescribed time limit, facilitating and supporting
applicants to bid for available Registered Provider properties that may be
advertised through the Property Pool Plus scheme. Support will be provided
through a range of options including home visits where required.

Processing of housing applications received through the Property Pool Plus
scheme to enable applicants to access the housing register and provide a
consistent service to all customers. This includes but is not limited to
understanding and applying the Property Pool Plus policy, working
collaboratively with internal and external stakeholders and signposting to
specialist support agencies where appropriate.

Support with the administrative tasks associated with advertisement of
vacant properties on behalf of Registered Providers to ensure that the
advert complies with the requirements of the Choice Based Lettings
scheme. In addition to provide advice to applicants around the allocations
process when requested.

Ensure that systems are updated with accurate and up to date information
so there is a clear view of the status of customer requests.

Identify opportunities to improve processes and work with the Team
Leader to implement them. This includes but is not limited to User
Acceptance Testing for system upgrades where required.

To support with the provision of timely and accurate performance
information in order to meet performance, targets and standards as set for
the service.

Monitor and manage the Council’s nomination agreements with partner
Register Providers of Social Housing.

Using information technology daily, e.g., word, excel spreadsheets,
database, email, internet and all software used by the system.

To meet performance, targets and standards as set for the service.

Follow all council policies and procedures in accordance with the role and
attend mandatory training when requested.

Ensure you work in accordance with the Equality Act 2010 and the Equality
& Diversity Policy at all times.

To work flexibly as a member of the Strategic Housing team, responding to
the changing demands of varying workloads. Must demonstrate a keen
commitment to customer care and work in partnership with other teams
across the council to deliver the required level of service.

Health and Safety

To use equipment as instructed and trained.
To inform management of any health and safety issues which could
place individuals in danger.
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To undertake appropriate and up to date training in the use of any
equipment required in order to discharge the duties and responsibilities of
the post.

Data Protection and Information Security

Implement and act in accordance with the Information Security Acceptable
Use policy and Data Protection Policy.

Protect the council’'s information assets from unauthorised access,
disclosure, modification, destruction or interference,

Report actual or potential security incidents.

Knowsley Better Together — Staff Qualities

The following qualities have been adopted by the Council and apply to all
employees. You are expected to embrace and display these qualities.

Integrity. You are required to be open and honest, maintain high standards
of personal behaviour and display strong moral principles.
Accountability. You must take personal responsibility for your actions and
decisions and understand the consequences of your behaviour.
Communication. You must listen and talk to others, taking account of
other people’s points of view. You should share information and strive to
work together.

Respect. You must treat people with care and dignity, observing the rights
of other people, and helping and supporting others where you can.
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