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Trainee Housing Advisor

Reports to:			Senior Housing Advice and Performance Officer

Working environment:	Hybrid – office and homeworking to meet business needs

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

Contract type:	Fixed term

Purpose of role 
Responsible for assessing housing transfer applications, allocating available council housing in accordance with the council’s housing allocation policy and scheme, and ensuring that housing resources are utilised effectively.  The role involves working with transfer applicants to identify their housing needs, providing advice, and ensuring compliance with relevant regulations and policies.
Key result areas:
· Efficient management of the housing register
· Allocating of social housing in line with policy and legislation
· Advising on housing options
Main responsibilities
Housing Application Assessment:
· Assess housing transfer applications in line with the relevant legislation, the allocation policy and scheme and procedures.
· Determine applicants' eligibility for housing and priority based on their housing need.
· Review and update application details regularly to ensure accuracy and compliance with policies.
Housing Allocations:
· Allocate council housing based on the council’s allocation policy and scheme, ensuring all evidence is up to date at point of allocation.
· Maintain accurate records of housing stock availability and match applicants to appropriate properties.
· Liaise with tenancy services to ensure properties are let efficiently.
· Undertake activity to support the best use of housing stock.


Customer Support and Advice:
· Provide clear, accurate, and timely advice to applicants regarding housing options, application processes, and eligibility criteria.
· Ensure allocations and lettings data is provided on the Council’s web pages to provide applicants with information on indicative “waiting” times.
· Assist applicants in completing housing applications and provide guidance on how to access other support services.
· Manage challenging situations professionally and offer solutions to resolve any housing-related concerns.
Compliance and Record Keeping:
· Ensure compliance with relevant legislation, including the Housing Act, Equality Act, and any local government policies.
· Maintain detailed, up-to-date records for all applicants, allocations, and housing issues in the relevant management system.
· Participate in regular audits and reviews of housing allocation procedures.
Collaboration:
· Work closely with other departments, such as Tenancy Services and Social Services, to ensure integrated support for applicants.
· Work alongside external agencies and organisations to support applicants with additional needs (e.g., mental health, domestic violence).
· Attend meetings as required to discuss housing needs, allocation strategies and innovative solutions to meeting housing need.
Monitoring and Reporting:
· Monitor housing stock levels and demand, ensuring accurate reporting to senior management.
· Undertake data analysis on the housing register and lettings for strategic planning and decision-making in relation to determining priorities for new social housing and to support option appraisals.
· Keep up to date with housing trends, legislation, and best practices to enhance service delivery.
Training and Development:
· Undertake a professional housing qualification.
· Participate in training and development opportunities to enhance knowledge and skills relevant to the role.
· Share knowledge and best practices with colleagues to ensure continuous improvement in service delivery.

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 Previous experience working with the public.

Desirable 
1.2 Previous experience in a housing allocation, housing officer, or similar customer service role.
1.3 Knowledge of current housing legislation, policies, and practices.
1.4 Understanding of the housing application process, including statutory guidance and the operation of allocation schemes
1.5 Experience of working with people in housing need or people facing homelessness
1.6 Understanding of equality and diversity issues within the context of housing.
1.7 Experience working in a local government or public sector setting

2. Qualifications & Skills
Essential 
2.1 Strong communication skills, with the ability to communicate effectively with a wide range of people.
2.2 Numeracy skills, with the ability to undertake financial assessments. 
2.3 Excellent customer service skills, demonstrating empathy and sensitivity when dealing with vulnerable individuals.
2.4 Strong organisational and time-management skills, with the ability to manage a varied caseload.
2.5 Ability to make informed decisions based on a clear understanding of housing needs and policy.

Desirable 
2.6 Proficiency in using case management software, databases, and MS Office applications.
2.7 Data analysis and research skills

3. Personal Qualities and Attributes
3.1. A compassionate and non-judgmental approach to working with vulnerable individuals and families.
3.2. A proactive and adaptable attitude, with the ability to work under pressure and meet deadlines.
3.3. A team player, with the ability to work collaboratively with colleagues and external stakeholders.
3.4. Strong attention to detail and commitment to maintaining accurate records

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. Additional requirements
5.1. Basic DBS Check
5.2. There will be a need to travel to undertake home visits.
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