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POST:


STSA Housing Officer 

RESPONSIBLE TO:    
Senior Housing Officer 

HOURS:


25 Hours per week 

MAIN BASE: 

Consort House but to work across all YMCA Wellington sites 

An enhanced DBS is required for this post, as the post holder will be working directly with vulnerable people.

Main Duties:
General: 

· Participate in the assessment process when referrals are received
· Carry out property checks as directed by the Senior Housing Officer   

· Track assigned repairs using Fixflo to ensure jobs are completed within timescales

· Ensure that assigned repair and maintenance jobs are completed to a satisfactory standard
· Liaise with colleagues to ensure void works are done to a high standard in the shortest possible time 
· Undertake very basic maintenance and safety tasks for example replacing fire alarm batteries or moving furniture
Housing Management:
· Be the named Housing Officer for a caseload of residents to ensure all housing matters are dealt with efficiently 
· Work collaboratively with Enablement Officers to allow them to provide intensive, targeted non-housing support to residents   
· Produce induction paperwork for new residents in advance of sign up meetings.

· Carry out comprehensive sign-up meetings and day one inductions for new residents
· Set up utility accounts with new residents as part of their induction and assist with these ongoing
· Upload all relevant housing information on our internal systems in a timely manner.  
· Assist with the resolution of housing related complaints or concerns.
· Issue and carry out reviews of warnings to residents who have breached their occupancy agreement
· Participate in support plan reviews as required
· Participate in routine Health & Safety visits to properties and sending action reports to residents quickly
· Provide practical life skills to residents individually or in groups
· Ensure residents are working towards moving on within two years and are fully aware of their move-on options 
· Liaise with Enablement Officers and residents to ensure that move-on processes are followed
· Produce reports, data and KPI information for line manager as required  
· Undertake any other reasonable housing management tasks as requested by line manager
Finance 

· Ensure housing benefit and council tax information is submitted to the local authority quickly
· Apply for Discretionary Housing Payments where needed
· Take rent and PC payments in line with our internal policies
· Keep rent and other housing charge accounts up to date using our internal systems
· Alongside Enablement Officers, set up payment plans with residents who fall into arrears and take action when these are not followed
· Ensure that tenants are appropriately notified of and charged for any additional costs they incur
· Liaise with finance staff to ensure that all charges and payments are reflected correctly on the finance system
Health and Safety

· Work with Senior Housing Officer to ensure statutory checks are kept up to date 
· Participate in routine health & safety inspections and testing across our sites.
· Take reasonable steps to rectify or reduce any issues that need immediate action. 

· Report any issues that cannot be rectified immediately  

· Ensure that all communal and work areas remain clean and tidy.

Other
· To have a flexible and positive attitude

· Be a fully committed team member and supportive colleague

· Take an active shared role in general housekeeping of our offices
· Undertake own admin tasks using the tools and systems provided 
· Share information and expertise with colleagues to deliver a high-quality service

· Comply with professional boundaries and confidentiality procedures at all times

· Attend and participate in supervision, meetings, courses, training sessions etc as directed by management

· Work within the policies and procedures of the organisation
· Working to actively promote safeguarding within the service

· To take on any other reasonable duties as requested by line manager
	Attributes
	Essential
	Desirable

	Job Knowledge
	Knowledge of GDPR and confidentiality practices

Knowledge of how to identify safeguarding and welfare issues


	Knowledge of Fixflo/Arthur Online information systems  
Knowledge of delivering advice and guidance around housing issues e.g. energy efficiency, fire safety 

Basic knowledge of housing law and Assured Shorthold Tenancies
Knowledge of housing benefit rules/DHP/Council Tax exemptions

	Job skills
	Strong IT skills (Microsoft Office) 
Ability to assess difficult situations and provide solutions
Orderly approach to work with the ability to prioritise

Ability to work under pressure and to deadlines

Flexible and able to work as part of a small team 
	Ability to communicate appropriately and effectively with a range of audiences


	Experience
	Experience of working with young adults or vulnerable people in a comparable environment 
Experience of dealing with people with complex issues which impact housing such as hoarding, neurodiversity etc
	Experience in supported or social housing

Experience of working with vulnerable people in a comparable environment

Experience of delivering group sessions



	Personal attributes
	Pays attention to detail 

Excellent interpersonal skills

Good timekeeping
Ability to think outside the box 

Willingness to get your hands dirty if needed 
	

	Education and qualifications 
	English and Maths to Functional Skills L2 or higher 


	Housing qualification (or currently working towards)

Housing related advice/guidance qualifications 

	Other 
	Flexibility to occasionally work in other locations including to attend training and meetings

Full UK driving licence and vehicle for own use


	Ability to work evenings 
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