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Senior Homeless Options Advisor PRS 

Reports to:			Homeless Options Manager

Total staff supervised:	0
	
Working environment:	Hybrid – Office and home working to meet business needs

Working hours: 	Full time, 37 hours over a 5-day week

Contract type:	Flexible 2-year contract end March 2028

Purpose of Role:

A Senior Homeless Options Advisor specialising in complex cases under the Renters’ Rights Act 2026, acting as a high-level caseworker and negotiator with strong housing legal and legislative knowledge. The role involves managing intricate prevention cases involving multiple complex vulnerabilities, requiring tailored, multi-agency interventions to prevent homelessness. It includes applying the Housing Act 1996 as amended by the Homelessness Reduction Act 2017, with a focus on legal remedies for illegal evictions, ensuring compliance, and supporting the transition from Section 21 evictions to complex Section 8 possession cases whilst delivering intensive tenancy sustainment.

Key result areas:
· Supporting the delivery of the Council’s priority objectives as expressed through the Corporate Plan and Housing Strategy
· Promoting the values and principles of the Council in the delivery of services and engagement with our local communities 
· Support the delivery of the Council’s homelessness strategy and action plan.
Main responsibilities
· Keep case file records and all documentation pertaining to meetings/contact with individuals accurate and up to date
·  Adhere to the Council’s Health & Safety policy and undertake Risk Assessments/follow Safeguarding procedures and policies, reporting any Safeguarding issues promptly
· Acting as a role model for staff to support the organisation’s continuous improvement, agreed behaviours and values and embedding this within the culture of the Housing Options team and organisation
·  To undertake Illegal Eviction Intervention and to take immediate action to prevent or reverse unlawful evictions by engaging with landlords, police, and environmental health to enforce tenant rights.

· Monitor and record expenditures (e.g., rent arrears payments, deposit assistance) 

· Compile, maintain, and analyse complex case data through databases and spreadsheets, ensuring accurate recording of landlord details, property information, and addresses where statutory notices have been served, in line with emerging PRS database requirements and to support enforcement, compliance, and strategic decision-making

· Develop and maintain effective working relationships with private landlords and managing agents to maximise access to the Private Rented Sector and support tenancy sustainment in line with new regulatory expectations.

· Prepare detailed case records and responses for reviews, complaints, and legal challenges, ensuring transparency, accuracy, and defensible decision-making

· Promote fair access to housing by challenging discriminatory practices in the private rented sector and supporting households facing barriers to securing accommodation

· Manage a case load of complex homeless cases 
· Make safeguarding referrals and attend appropriate multi-agency meetings acting as an advocate for the client and the Council
· Maintain confidentiality and follow data protection guidelines 
· Ensure compliance to all policies and procedures, values and behaviours of the organisation, whilst making recommendations for continuous improvement. 
· Act as an ambassador for Great Yarmouth Borough Council.
· Ensure accurate and timely updating of Council data systems to ensure performance monitoring of the service can be undertaken. 
· To contribute to the collection and maintain systems to enable production of relevant and up to date key performance indicators (KPI’s), local performance indicators and activity/demand data
· Any other work required and as directed within the confines of the existing grading and post
· To work as part of a team to deliver a comprehensive and highly customer focused and empathetic Homeless service ensuring that customers are seen in line with agreed systems in a consistent, professional and open manner, ensuring all policies and procedures are adhered to
·  Compiling files for court proceedings and helping client’s complete necessary legal documentation. Attending court with customers to provide support during possession hearings.
· Provide specialist advice on possession processes, including the application of revised Section 8 grounds, ensuring customers receive accurate guidance and timely interventions to prevent homelessness.
· Assess and respond to cases involving rent increases and affordability pressures, supporting households to challenge or manage increases in line with legislative protections and local policy
· To ensure that the statutory duties are fulfilled through the provision of advice and homelessness services
· Make decisions on homelessness or housing need in accordance with the law, policies and procedures operating with the department
· To undertake homeless reviews in accordance with the law, policies and procedures operating with the department
· Attend case conferences involving a range of partners to deal with a range of issues involving customers
· To contribute and support the effective liaison and joint working with the Adult Services, Children’s Services, the Collaboration Hub, voluntary sector agencies and other partners
· To ensure support is provided for vulnerable customers whether due to mental or physical ill-health and to liaise closely with the appropriate key workers in other agencies such as Primary & Community Health Care, Mental Health or Occupational Therapy
· To attend and contribute to section and departmental training, as required, and to keep up-to-date on changes in law, regulations, benefit changes etc.
· Assess the need for interim and temporary accommodation in accordance with statutory requirements. 
· Assess affordability for the variety of housing options available
· Ensuring that effective and early housing advice is available to customers to ensure that preventative actions and decisions are taken to reduce homelessness.
· Conducting home visits to verify applications.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.



Person Specification
1. Experience/ Knowledge 

Essential
1.1 A Working knowledge of:
· Homelessness Law and statutory guidance
· Housing Legislation including landlord and tenant and allocations
· Welfare Rights 
· Offending/Criminal Justice System
· Safeguarding requirements
· EU Settlement Scheme 
1.2 Experience of working with individuals who may have challenging behaviour or multiple needs
1.3 Experience of working in a customer facing environment and giving information or advice.
1.4 Experience of working with people experiencing homelessness 
1.5 Experience of managing a caseload. 
1.6 The ability to respond appropriately and effectively when faced with challenging or aggressive behaviour
1.7 The ability to communicate information effectively, both verbally and in writing, to clients, co-workers, and external agencies
1.8 The ability to provide a fully sensitive and responsive service to clients and to work effectively with people who have multiple and complex needs
1.9 Have a basic understanding of European Settled Status Scheme and how these impacts on housing options for migrants
Desirable 
1.10 Experience of working with individuals with multiple needs, including mental health and drug and alcohol abuse 
1.11 Understanding of private rented sector laws, harassment, and eviction procedures.

2. Qualifications & Skills
Essential 
2.1 Good standard of education including levels of numeracy and literacy
2.2 Excellent IT skills including Microsoft Word and Excel.
2.3 Good standard of verbal and written communication skills. 
2.4 Active listening skills, ability to communicate and negotiate clearly, explaining complex ideas simply and clearly. 
2.5 Able to deal with difficult situations.
2.6 Works positively in a team environment, as well as having the ability to work alone whilst achieving strategic outcomes. 
2.7 Ability to build effective relationships with clients, colleagues and external stakeholders and agencies.
2.8 To be self-motivated and organised to meet short deadlines
2.9 Effectively manage databases using excellent and accurate record keeping skills. 
2.10 The ability to innovate and identify service improvements. 
2.11 Ability to work under pressure
2.12 Able to work effectively as part of a team
2.13 Able to remain calm in challenging situations
2.14 Able to maintain confidentiality.
2.15 The ability to guide and mentor others
Desirable 
2.16 CIH Level 4 qualification 

3. Personal Qualities and Attributes
3.1. Ability to work under pressure
3.2. Able to work effectively as part of a team
3.3. Good personal organisation skills with the ability to juggle a varied workload. 
3.4. Able to remain calm in challenging situations and deal with difficult situations
3.5. Able to maintain confidentiality.
3.6. The ability to motivate and support others

The following criteria will be tested at interview stage and does not need to be evidenced in an application form, CV or covering letter

4. Agreed Behaviours Framework
4.1. Putting Great Yarmouth first
4.2. Effective and open communication
4.3. Respecting others
4.4. Working together
4.5. Embracing change
4.6. Taking personal responsibility

5. Our Cornerstones of Management and Leadership
5.1. Trust and Respect
5.2. Communicate and Connect
5.3. Lead and Inspire
5.4. Ownership and Accountability

6. Additional requirements 
6.1. Basic DBS Check
6.2. Participating in the out of hours on call rota
6.3. Access to transport


Revised by:  J Bunce, March 2026
Evaluated: 26/03/2025 
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