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] OB DESCRIPTION

J OB TITLE: Allocations & Applications Officer ] OB NO:

GRADE: 3 DIVISION: Housing Services
NO OF POSTS: SECTION: Housing Solutions &
Support Service

POST REQUIRES POLICE fCRIMINAL RECORDS BUREAL CLEARANCE: YES

1.0 ] OB PURPOSE

1.1. Deliver a responsive and customer focused Allocation & Application Service and ensure BCC's
Housing Allocation Scheme s administered appropnately and within legislatve requirements.

1.2. Provide expert advice and information on BCC's Housing Allocation Scheme and housing registration
process to a range of stakeholders.

1.3 Conduct housing application assessments and ensure decisions are made in compliance with
relevant service policies and legislation.

1.4. Manage the process of shortlisting, allocating and matching properties on BCC's letting system.

15 5'...|D|DC:-FE the service to monitor nominabon acceptances and refusals, InCluding help ensure
nominabton agreements are being administrated in full accordance to the temms dgreed.

2.0 DUTIES AND RESPONSIBILITIES

Duties and responsibiliies may include any of those detailed below and may be vaned according
to the needs of the designated service area(s). They may also include any other duties that are
commens urate with the grade and nature of the post. There is an expectabion that the post holder
will develop the key competencies to ensure flexible and integrated working across the Directorate.

2.1. Ensure tne Allocation ana Apphcation Service EﬁIEIEHU'y‘ proviges a responsive service o Customers
and outcomes are deliveraed in complance with s@tutory reguirements and agreed service st@ndards.

2.2. Using a case management approach, appropriately determine customer’s eligibility and qualification
to join BCC's Housing Allocation Scheme and notify customers in writing of decisions within service and

statutory bmescales.
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2.3. Ensure suitable property letting allocations are made within the appropriate imescales and in

accordance with BCC's Housing Allocation Scheme and legislative requirements.

24 Administer and assess housing applications, conduct relevant inguines and invesbgations t© ensure
nousing applicabons are assessed accurat@ly.

2.5 Ensure housing applications decisions are made fairly and without discnmination and housing
application supportis made available to those who need IL

2.6. Determine if discretion can be used in decisions about allocations. Ensure best interests of children
are always considered when making allocation decisions.

2.7 Conduct appropnate customer background checks, cellating and analysing information from a vanety
of data sources and agencies.

2.8. Record and maintain detailed case notes, ensunng all customer documents and proofs are saved in
compliance with data protection legislation.

2.9 Review property adverts, request any missing property information and approve adverts.

2.10. Support the service to compile case bundles for court proceedings and housing application review
Cases.

2.11. ldentify customer vulnerabilites and ma ke referrals to support services/agencies. Be aware and @ke
approprate action in relation to child and adult protection issues.

2.12. Establish and build effective relationships with other statutory and voluntary agencies,
commissioners, providers and Pnvate Rented Sector.

2.13. Support the development of the Housing Solution & Support Service, including the implementation of
new housing solutions and working pracices.

2.14. Train and mentor new starters and other officers where required.

2.15 Maintain extensive and specialist knowledge of Housing and relevant Homelessness legislation,
case law and guidance.

2.16. Carry out the duties of the postin accordance with the Data Protection Act, the Health & Safety at
Work Act and other relevant legislation, as well as Council policies, procedures, Standing Orders and
Financial Requlations.

2.17. Take responsibility, appropnate to the post, for ensunng compliance with council policies and
procedures aimed at promoting and safeguarding the welfare of vulnerable children and adults.

2.18 Undertake any other dubies appropnate to the grade that may be required. These may be vaned from
bme to time to meet the needs of the service.

2.19. Visit customers at their homes or an altemative venue where required.

OBSERVANCE OF THE CITY COUNCIL'S EQUAL OPPORTUNITIES POLICY WILL BE
REQUIRED



Birmingham
.' ‘ City CG%nr:iI

3.0 SUPERMSION RECEIVED

31  SUPERWVISING OFFICER | OB TITLE: Team Leader— Allocations & Applications

| OB NO:

3.2 LEVEL OF SUPERVISION

3. Planown work to ensure the meeting of defined objec

oves.

4.0 SUPERMSION GIVEN (=xCludes those who are INDIRECTLY supervised e, through

others)
POST TITLE GRADE NO OF LEVEL OF
POSTS SUPERWISION®
50 SPECIAL CONDITIONS
DBS check required Yes Mo

for the post

| evel of check required

Standard

Yes

Enhanced

Enhanced with bamed

list check - Adults

Enhanced with bamed

st check - Children's

Enhanced with bamed

st check — Adults & Children's
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Person Specification

Post: Allocations & Applications Officer Grade: 3
Division: Housing Services Section: Housing Solutions & Support Service

Directorate: City Housing

Method of Assessment (M.0.A.) A.F. = Application Form; | = Interview;
T. =Test or Exercise; C. = Certificate; P. =Presentation.
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CRITERIA

ESSENTIAL

Education/Qualifications

Excellent standard of English & Mathematics

NB: Full regard must be paid AR

to overseas qualificabons.

Experience Good expenence of working in the housing profession AR/

{Relevant work and other

expensnce) E xpenence r:f working in a frontline service role, AR/
delivenng senvices o customers with vulnerabilibes and

multple complex needs

Expernence of working in a multi-disciplinary environment | AF/

that 1s dnven by stnct omescales.

E xperience of responding to complex and sensitive AR/

situabions displaying empathy and dip r:’naf_;

E xpenence of conducbng assessments and AR/

nvestigations to ma ke robust decisions .

Expenence of using Housing systems /databases AR
n-depth knowledge of part &€ Housing Act 1996 AR/
eqgislation and relevant homelessness legislation.

ahr:“ and their AR/

Knowledge of other relevant rﬂ;
mplications for the Directorate (e.g. FO
Act Health and Safety)

Data Protecbhon
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CRITERIA ESSENTIAL M.O.A.
Skills & Ability An ability to fulfil all spoken aspects of the role with AR/
e.g. wntten communicaton confidence using the English Language as required by
skills, dealing with the public | Part 7 of the Immigration Act 2016.
elC.
Ability to solve sensitve problems and manage difficult AFA
and demanding customers with multple complex needs.
Ability to conduct research, analyse and evaluate AR
complex data.
Ability to accurately and effectively interpret and AFA
implement housing legislation and make informed
statutory decisions.
Ability to manage customer expectations effectively and AFA
deliver bad news sensiovely.
Ability to use own inbabve when mMmanage compeing AFRA
pricnties and work in a pressunsed envircnment,
Apility to successfully build rapport and trust with a range | AF/I
of stakeholders
Ability to work collaboratively in a team, ensunng bofth AFRA
service pnonbes and customer needs are met,
Ability to understand and follow established processes, AR
procedures and statutory guidelines.
Ability to influence customers and enable them t© help AFRA
themselves and negotiate effecovely with a wide range of
Stakeholders.
Ability to communicate effectively both verbally and in AFRA
wnting, ensunng relevant legislation is referenced in
decision making comespondence.
Proficient in the use of IT, specifically M5 Office AF/I
packages including Word and Excel.
Excellent literacy and numeracy skills. AR
Training Demonstrate commitment to continuous personal and AFRA
professional development
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CRITERIA

ESSENTIAL

Other

Committed to preventing nomelessness.
Demonstrate an excellent underst@anding of equa 0y
S5Ues with e abDIility and commigment I promote and
develop posiive iniiabves in all aspects of work.

Demonstrate commitment o customer senvices in a
context of a diverse customer base.

Able o demonstrate commitment to the Council's Values
dind Denaviours,

All staff are expected o understand and be committed o Eoual Opportunibies

N employment and senvice delivery.

Date:

Name: S ignaure:

Date reviewed:

Name: S ignaure:




