
[image: ]

JOB DESCRIPTION



Department: Regeneration Economy Assets	Location: Magdalen House

Section:	Property and Building Services	Post No: Secondment

Team:	Building Maintenance & Improvements

Post:	Case Worker – Housing Improvements

Grade:	F



Responsible to:	Principal Housing Improvement Officer and HIS Grant Officers

Responsible for:	None



Job Purpose

Supporting the Principal Housing Improvement Officer in the delivery of comprehensive and efficient Home Improvement and Private Works Services the post holder will assist all applicants in completing the necessary documentation in support of their claim or requests for assistance and support, carry out financial assessments and assist in initiating formal approval of costs and arranging monies to be paid on completion of works. 

To deliver the following outcomes

1.	The Council's key investment projects are delivered

2.	The operation and financial efficiency of the Council's assets are improved

3.	The opportunities for sustainable development and investment in Sefton are increased

4.	The Council's assets are maintained

5.	The most vulnerable people are assisted in accessing opportunities

6.	Our services are accessible

1

Main Duties and Responsibilities

1.	To provide advice, assistance and support to older or disabled people and other  vulnerable  individuals  who  wish  to  repair,  adapt  or  improve  their homes.

2.	To assist the Principal Housing Improvement Officer to organise and manage all aspects of the housing grants/loans process from receipt of initial enquiry through to completion. To help direct the work of the Home Improvement Administrative staff to ensure key priorities are attained.

3.	Ensure documentation required by all the agencies involved is used correctly.

4.	Manage casework effectively within the timescales and framework set by the
Principal Housing Improvements Officer. Provide a liaison service for the client throughout the process and with all other agencies.

5.	Manage client expectations of the service and building works.

6.	Identify any alternative funding options available to clients and where necessary prepare / submit applications in support of those claims, whilst ensuring   that   appropriate   funding   is   in   place   before   building   work commences.

7.	Visit clients in their own homes, providing the required level of advice and information, and maintaining regular contact with them at each stage of their application.

8.	Liaise and maintain good working relationships with other professionals from external, Statutory and Voluntary organisations to the enhancement of the agency service and work effectively to progress each case within the team.

9.	To seek to continually develop knowledge and skill for the benefit of the
Home Improvement Service.

10.	Assist colleagues in the management, development and implementation of the case review system and maintain accurate case records.

11.	To work under own initiative with minimal supervision, manage a substantial caseload to ensure output targets are met and that each case is closely monitored and deputise for Senior Officers as and when required.

12.	Assist in dealing with all Legal enquiries relating to grant/loan applications. Ensuring where necessary that all land charges are registered promptly.

13.     Work co-operatively and enable other members of the team to work to the best of their ability.

1. Work within Sefton Council guidelines and procedures.

15.	Be aware of and committed to the promotion of Sefton Council’s values,
mission and diversity statements in both employment and service delivery.

16.	Carry out any other specified tasks that may be reasonable required by   the Principal Housing Improvements Officer with the proviso that any change of a permanent nature will be written into the job description.




Outputs Required

(1)	Corporate Outputs
Support the delivery of the ‘One Council’ approach to service delivery and
cross departmental collaboration

Promote effective communication, within the Council and externally.

Support corporate projects and initiatives and collaborate in cross service working.

Help to actively promote the profile of Sefton as a place to live, work and visit.

To contribute to Council Priorities



(2)	Divisional Outputs
As a member of the Building Services Team, support the Team Leader to work with Elected Members to develop the strategic direction and priorities of the Council and secure their implementation.
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(3)	Linkages
To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams, other corporate departments and outside agencies. Some of the critical relationships for your post include:

Home Improvement applicants.

Council departments or health professionals; receiving and corresponding in connection with Home Improvement requirement referrals.

Finance and Legal departments who will provide support to ensure compliance with statutory requirements and the Council’s policy.

This does not necessarily represent an exhaustive list.





Special Conditions

Attendance at evening meetings of the Council’s Committees and Resident or
Interest Group meetings may be a feature of this post.

A casual car user’s allowance is available. The post holder must hold a current driving licence.

General

The post holder 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.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

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 it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the health
and safety arrangements and systems to promote appropriate improvements where necessary.

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


Since confidential information may be involved with the duties of this post, the post holder 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.

All staff will undertake, and participate in training, coaching and development activities, as appropriate.

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



Prepared By:	Sally Billington
Designation:	Principal Housing Improvements Officer
Date:			30.10.24
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CORPORATE SUPPORT PERSON SPECIFICATION

Post: Housing Improvements Caseworker	Post No: Secondment

Department: Regeneration, Economy assets    Section: Home improvements


	Personal Attributes Required
(considerations)

	Essential
(E) Or Desirable (D)

	Method of Assessment (suggested)

	Qualifications / Training

Literacy and numeracy qualifications equivalent to NVQ level 2 or higher, or demonstrable work experience 

E.C.D.L. or equivalent computer qualification.

	

E

D

	

AF/C/I


	Experience

Extensive administrative experience, working effectively under pressure to meet deadlines in a busy Environment.	E

Experience of administration for the home improvement	D Building Maintenance or within the social services/health
sector.

Experience of working with older people and/or people with	D
Disabilities and Working effectively in partnership with a wide range of    communities, partners and other agencies.

Experience of carrying out financial assessment and administration.
  
Experience of using IT applications and maintaining information systems.

	


E


D



D


          D

E


	

AF/C/I


	Knowledge

An understanding of all systems, processes and procedures necessary to support a busy office and manage individual workload.

A detailed knowledge of welfare rights along with an understanding of financial assessments and processes.

  A detailed knowledge of Private Sector housing programs       and disabled adaptations including Minor Works.

Understanding of the Council’s Equality and Diversity policies.

Knowledge of construction services.

Skills

The post holder must have strong listening and verbal communication skills – to determine and respond to service user needs along with good written communication skills – the ability to keep accurate and organised records and present information in a clear and concise manner.

The post holder must have good interpersonal skills and the ability to form good working relationships with other internal departments, clients, contractors and the like. They must have effective problem solving and negotiation skills. Showing innovation to ensure that the service user’s requirements are met in the most effective way.


The post holder must have the ability to use own initiative to prioritise, and organise their own workload, working effectively under pressure to meet deadlines/performance targets.

The post holder must have the ability to gather and assess new information and to use it effectively. Ability to interrogate databases and produce reports.

The post holder must have the ability to work effectively as part of a team with a positive ‘can do’ attitude and be committed to self-development willing to learn and attend training courses as necessary.


The post holder must have well-developed IT/Computer skills including everyday use of Microsoft office based systems. Detailed knowledge of Authority (Flare database)


	


E



E


          D


D



         D



       E





E



        




E




E



E





D

	


AF/C/I




















AF/C/I






	Aptitude

The post holder must work within recognised guidelines. The work involves making frequent decisions without ready access to senior officers. The job holder consults a manager for advice on policy or resource issues.


The post holder will be required to be self-motivated with a flexible approach to work focussing on personal and team achievements.

The post holder will be required to have empathy with the needs of older people and people with disabilities and have a genuine commitment to meeting their needs whilst being authoritative when necessary.


The post holder will be required to have a commitment to working to high standards of customer care and delivering a quality service in a responsive and customer orientated environment. They will be required to be reliable, trustworthy and conscientious possessing a commitment to the highest standards of conduct when dealing with public funds.

	

E






E



E





E




        






	

AF/C/I

	SPECIAL REQUIREMENTS

The post holder may be expected to attend meetings outside of normal working hours.

The post holder may be required to participate in the emergency plan.

The post holder must be able to travel independently over a wide geographical area if required
	

E


E


E


	

AF/C/I



Prepared by: Sally Billington	AF = Application Form
C = Certificate
I = Interview
T = Test
P = Presentation

Date:		 30.10.24
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