Job Profile

Housing Officer (Homelessness) Grade E Date: April 2025

About the Job
¢ You will be the first point of contact for our customers and provide the initial advice and guidance on a range of housing related matters.
e Our customers may have a range of complex needs including disabilities, both physical and mental health. English may not be their first

language; in addition, sometimes a reluctance to seek help from authorities and we need to ensure that all our customers receive a high
quality and empathetic service.

¢ You will be part of a team that works flexibly ensuring that the service is delivered effectively, efficiently and customer focused

e Gloucester City Council is committed to the principles of asset-based community development, where we aim to encourage and support
customers to help themselves where possible

This is what we need you to do..

1. To provide a housing options service with a strong focus on 8. To promote and administer grants, loans and other forms of
prevention for all those who are presenting as homeless or assistance in accordance with the Council strategies.
threatened with homelessness, fulfilling the Councils housing
and immigration obligations; including where the Council does 9. Consider the financial implications of any activities affecting the
not owe a full homeless duty, or where referrals to supported use of council funds, seeking best value for money and
accommodation may be appropriate. identifying or recommending more cost-effective options.

2. To support vulnerable clients to access private lettings. 10. Take on any other additional duties as reasonably required within

Gloucester City Council.
3. To respond to routine and complex housing benefit or council
tax enquiries and provide general housing advice via
telephone, email and face to face.

11. Work in a flexible and adaptable way with a ‘can-do’ attitude that
gets things done right the first time

4. You will work with partner agencies including Social Services, Special diti
Charity organisations, the benefits agency and others to best pecial conditions . _
support customers with their rage of needs including written * To support or participate in any emergency or out of hours

referrals and case conferences. arrangements.

5. You will signpost people to other agencies or community
support organisations and provide advice on benefits.

6. You will assist customers in times of crisis arranging safe
placements into emergency accommodation or speaking to
landlords to help prevent homelessness,

7. To accurately record casework through the Council’s systems



and support the collation of statistical data, or information for
performance reporting.

Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile. The
job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.

The ideal candidate will have...

Experience Behavioural Attributes
e Experience of undertaking case work with vulnerable clients. Aligns with our Values and Behaviours (Available here)
e Experience of delivering good customer service and coping well under Expected to perform at level 1 of Gloucester City Council’s Behaviours
pressure and dealing with difficult situations. Framework
Knowledge, Skills and Understanding Education & Qualifications

e Ability to listen and empathise with clients including those with a range of
disabilities, both physical and mental health problems and where English Essential
is not their first language. e A good general level of education
e Able to accurately record factual information; and accurately relaying
policy or guidance.
¢ Able to remain objective and conscientious
¢ With training will be able to apply the laws, practices and legislation to
cases
e Ability to present complex information and reports in a concise and clear
manner either orally or in writing.
e To participate in meetings with clients or partnerships and demonstrate
credibility and confidence to our stakeholders
e Able to work with data and produce reports.
e Able to plan and prioritise own workload.
e Good IT skills and a willingness to embrace new online systems

& disability
BE confident
EMPLOYER


https://www.gloucestershire.gov.uk/media/wlnl0d42/city-behaviours-updated-dec-23-external.pdf

