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] OB DESCRIPTION

J OB TITLE: Team Manager— Allocations & J OB NO:

Applications

GRADE: 5 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 Develop and oversee the day-to-day operation of the Allocation & Application Service. Ensure
the service operates within legislative requirements and delivers against agreed service standards
and targets.

1.2. Support the Strategic Lead to ensure the service delivers an integrated and customer focused
Applicabon & Allocation senvice.

1.3. Monitor BCC's Housing Allocation Scheme is administered appropriately and effectively and in
line with relevant legislation.

1.4 Ensure the service effecoively provides information on BCC's Housing Allocation Scheme and
Housing Registration process to all applicants and members of the public.

1.5. Help review BCC's Housing Allocation Scheme and ensure associated procedures and
policies are kept up to date.

1.6. Manage, mobivate, develop and undertake ongoing supervision of direct reports . Use effective
performance measures to ensure staff deliver a high-quality service to customers.

1.7. Conduct housing registration and allocabon reviews impartially and objectvely. Ensure review
decisions are made in compliance with relevant policies, legislabon, case law and best pracice.
Compile case bundles for court proceedings and when required represent the Council at court



Birmingham
.' ‘ City Cn%nr:il

2.0 DUTIES AND RESPONSIBILITIES

Dutes and responsibiliies may include any of those detalled 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 expectation that the post holder
will develop the key competencies to ensure flexible and integrated working across the Directorate.

2.1. Support the service to efficiently provide a responsive frontline service to customers and ensure
outcomes are delivered in compliance with statutory requirements and agreed service standards.

2.2. Manage, motivate, develop and undertake ongeoing supervision of direct reports, including regulary
conduct case management supervision and case reviews using reflecove supervision technigues.

2.3. Monitor and ensure housing applications are assessed comectly and rules about eligibility and
qualificabion are applied appropnately .

2.4 Ensure housing applicabons decisions are made in line with BCC's Housing Allocation Scheme, and
housing reviews are completed thoroughly and impartally by the service.

2.5 Determine if discretion should be used regarding decisions about allocations. Ensure best interests of
children are always considered when making allocation decisions.

2.6 Ensure decisions about who should be prionbsed for an allocation are administered correctly,
transparently and decisions about eligibility are made in accordance with relevant legislation.

2.7 Monitor and ensure assistance and support i1s made available for those who need it to apply for social
rented housing.

2. 8. Ensure the administration of housing allocations functions are done so without discnmination and
equality of opportunity is maintained.

2.9 Help to negeobate nomination agreements and ensure agreements with registered providers are
administered in full accordance to the terms agreed. Establish and maintain effechive working relationships
with Registered Providers cperating within the nominations agreemert.

2.10. Support service reviews and implementation of new working pracices that dnve efficiencies and
iImprove the customer expernence.

2.11. Analyse information from a vanety of data scurces and support the service to develop reports,
project plans, policies and procedures.

2.12. Support the Housing Solution & Support Service o address complex operaticnal issues and embed
a continuous improvement culture that is focused on responding to the changing needs of customers and
legislation.

2.13. Work collaboratively with colleagues across City Housing to ensure customers recelve an integrated
resclution response.

2.14. Train and mentor new starters and other officers where required.
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2.15. Draft witness statements and compile case bundles for court proceedings and when reguired
represent the Council at court hearings.

2.16. Maintain extensive and specialist knowledge of Housing Allocatons, Homelessness and relevant
nousing legislabion, case law and guidance as well as local and na bonal policies.

217 Toact as the service lead at relevant multi-agency meetings and represent the City Council at
internal and extemal meetings and other forums, as required. To also ensure that there is effective
communicaton with elected members and pariners.

2.18. Monitor, manage and report on service performance, including take appropnate and tmely comrective
achon.

2.19 Manage large complex sets of data and analyse information from a vanety of data sources. Present
complex service performance reports to a range of stakeholders in vanous formats.

220 Investigate and respond to complex complaints, member enquiries . Ombudsman, sclicitor enguiries
and Freedom of Information requests.

2.21. Deliver raining and awareness brefings to staff and stakeholders. Provide expert advice on
homelessness and facilitate advice surgernes.

2.22. Maintain extensive and specialist knowledge of Allocatons, Homelessness and relevant Housing
legislation, case law and guidance as well as local and national policies in order to successful implement
change and provide expert advicefguidance to staff, colleagues, council members and other extemnal
stakeholders.

2.23 Carmry out the duties of the postin accordance with the Data Protection Act, the Health & 5 afety at
Work Act and other relevant legislation, as well as Council policies, procedures, Standing Orders and
Financial Regulations.

224 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 .

2.25 When required, deputise for the Strategic Lead.
2.26. Undertake any other dubes appropnate to the grade that may be required. These may be vaned from

bme to time to meet the needs of the service.

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

3.1 SUPERVISING OFFICER J OB TITLE: Strategic Lead

JOB NO:

3.2  LEVEL OF SUPERWISION

3. Planown work to ensure the meeting of defined objec

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

oves.

others) .
POST TITLE GRADE NO OF LEVEL OF
POSTS SUPERWISION®
Team Leader = Allocations & Applications GR4 10 3
5.0 SPECIAL CONDITIONS
DBS check required Yes Mo
for the post
Level of check required
Standard Yes

Enhanced

Enhanced with bamed list check - Adults

[ Enhanced with bamed list check - Children's

Enhanced with bamed list check = Adults & Children's
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Person Specification
Post: Team Manager — Allocations & Applic ations Grade: 5
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 M.O.A.
Education/Qualifications Degree or equivalent professional CIH housing
MB: Full regard must be paid | gualification or equivalent expenence. AR
to overseas qualificabons.
Experience Minimum of three years' experience of working in a AFSI/E
(Relevant work and other management role with contentious decision-making
expenence) responsibilites and expenence of resclving complex
problems.
Good expenence of managing frontline services and AFAP
delivenng services t© customers with highly complex
needs
Good experence of managing frontdine staff and services | AF//P
In a performance management envimnment (preferably
within a housing context).
Expenence of maximising the use of resources to deliver | AF/I/P
customer focused and value for money services .
Expenence of working collabormatively with partners and AFRJP
other stakeholders to develop effective partnership
working amrangements .
Proven track record of reviewing, developing and AFASP
Improving services using effective data measures and
creating performance cultures that deliver successful
customer outcomes.
E xpenence in prepanng and presentng highly complex AFSP
and sensitive data and reports.
Extensive knowledge of Housing Allocations, AFS/P
Homelessness and relevant Housing legislation.
Knowledge and expenence of commissioning, defining AFAP
service specifications and monitonng against standards.
Good knowledge of Council and national policies, AF AP
strategies and best practice in relation t© your specialist
SErvVICe area
Understanding of the statutory Local Government AFAP
framework, policies and senvices.
Knowledge of other relevant legislation and their AFASP

implications for the Directorate {e.g. FOI, Data Protection
Act, Health and Safety)
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Skills & Ability An ability to fulfil all spoken aspects of the role with AR
e.q. written communication confidence using the English Language as required by
skills, dealing with the public | Part 7 of the Immigration Act 2016.
efc.
P ossess effecive management skills with the ability to AFAP
build and maintain a supportive working envirocnment and
deliver effechve case management supervision.

Ability to make accurate Part & Housing Review AFfI/B
decisions, including successfully represent the Council at
Court.

Ability to apply very effective influencing, persuading and | AF/I/P
negobatng skills with a vanety of stakeholders, at all
levels on issues of complexity and sensitivity.

E ffective relationship building skills in order to maximise AFAP
sta keholders/partner engagement.

Strong verbal and written communications skills with the | AFJ1/P
ability to resclve contentious and sensitive problems.

Can confidenty deal with conflict. AFSI/P

Ability to take control of challenging situations with AFfI/B
customers and external agencies, including diffuse and
manage difficult, demanding and challenging customer
Denawviour.

Ability to conduct extensive research, analyse and AFA/P
evaluate complex data and present nignly comple x
information to a wide range of audiences, verbally and in
the form of formal wntten reports and letters .

Ability to identfy opportunities for service improvement AFAP
that improves the customer joumey and creates
efficiencies within the service.

Good budget, project and change management skills. AFAP
Ability to lead, manage and deliver projects. AFAP
Ability to show resilience in responding t© change, AFN/P

handling conflict and contenticus situations.

Ability to chair meetings and represent the Council within | AF/I/P
a range of professional meetings.

Ability to work with minimum supervision and to make AR/
decisions under pressure, sometimes with limited
information.
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CRITERIA

ESSENTIAL

o be approachable and instl confidence within team
and other professionals.

Ability to work effectively and openly within the
democratic process, with elected members and
ormmitiees .

O

Training

Demonstrate commitment to continuous personal and
professional development and be able to empower,
1012 and develop eam memoers iearming and
Velopment

Other

C ommitted to preventing nomelessness.
Demonstrate an excellent underst@anding of equa 0y
S5UEs5 with e aDIIty and commidment I promote and
develop posibive inifbabives in all aspects of work.

Demonsrate commitment 0 customer services in a
context of a diverse customer base.

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

All staff are expected o understand and oo committed o Eoual Ooportun

N 2mMployment and service aelivery.

Date:

Name: Signature:

Date revieweq:

Name: Signature:




