
JOB DESCRIPTION
	JOB TITLE:
	Housing Strategy Officer

	DIRECTORATE:
	Place Transformation

	UNIT:
	Housing 

	GRADE:
	8 

	RESPONSIBLE TO:

	Head of Strategic Housing and Housing Services

	RESPONSIBLE FOR:
	No Direct Line Management


MAIN PURPOSE OF JOB:

To support the Head of Strategic Housing and Housing Services to develop and deliver key strategic elements of the Housing service, including development of strategies and analysis of current and upcoming needs
Support the department to promote successful partnership working, working across the council and with external stakeholders as required.

To support the council to deliver key priorities by monitoring trends and national policy changes
To support the department to maximise affordable housing by liaising with the Planning department on developments and new forms of affordable housing such as social rent and low cost home ownership options
MAIN DUTIES:  
1. To be responsible for the development of local policies and strategies across the Housing department, including researching and developing legislation and best practice ensuring policies remain up to date
2. To create and analyse data reports, identifying current and upcoming trends within the housing sector
3. To support the Head of Strategic Housing and Housing Services and Housing Management Team to monitor the department’s performance including collating and interpreting outcomes and impact 
4. To lead on strategic projects to assist the Housing department to meet their objectives, such as reducing homelessness and tackling empty homes
5. To lead on a rightsizing project to support the availability of larger social homes in partnership with housing association partners

6. To support the Housing Management by co-ordinating, organising and participating in meetings and forums to deliver effective partnership working

7. To support the Housing department to maximise the most needed forms of affordable housing, by liaising with the Planning department on new developments to secure the right forms of affordable housing for local residents
8. To collect feedback from clients/landlords/registered providers and analyse data so to improve service delivery
9. To support Management to respond to customer enquiries including  leading on Freedom of Information and Subject Access requests

10. Safeguard children, young people and adults at risk and make referrals to the appropriate agency.
NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.
PERSON SPECIFICATION

	Criteria
	Essential/ Desirable
	Method of Assessment

A
-
Application

I
-
Interview
T
-
Test

D
- Documentary


Evidence

	Qualifications & Training
	Qualified to A Level standard or equivalent 

Chartered Institute of Housing qualification, or equivalent 
	E

D

	

	Experience


	Experience of working in a customer facing environment, providing high quality information both in person and in writing
Experience of working within policy and strategy development and implementing policies from start to finish 

Experience  of working in the housing sector 
Experience of managing projects 
Experience of developing and maintaining effective working relationships and communications, both internally and externally
	E

E
E
E

E
	

	Knowledge


	Knowledge of relevant legislation including but not limited to:

· Homelessness Reduction Act 2017 and the new Code of Guidance

· Housing Act 1988

· Housing Act 1996

· Homelessness Act 2002

· Landlord and Tenant Law

Good understanding of housing issues relating to for example homelessness and enforcement 
Good knowledge of services, benefits and support available to applicants experiencing housing problems. 

Good understanding of the importance of equal opportunities
	D
D
D
E


	

	Competences
	Customer Focus

· Takes a customer service approach to service delivery

· Strives continuously to exceed customers’ expectations

Outcome Driven

· Assesses and handles risk effectively

· Able to plan and prioritise to meet statutory and organisational deadlines

· Able to work under pressure

Organisational Focus

· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results
Problem Solving & Decision Making

· Takes a pro-active approach to work, demonstrating initiative and using good judgement

· Takes ownership of problems 

· Able to identify potential problems, find solutions and escalate issues appropriately

· Able to find innovative solutions to service challenges
Change & Adaptability

· Takes a positive attitude towards change
· Encourages others to embrace and contribute to change

· Demonstrates a willingness to learn and take on new areas of work
	E

E

E

E

E
	

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, and outside bodies in writing, by telephone and face to face

· Able to deal effectively with difficult customer situations

· Able to communicate simply and effectively with customers, with appropriate degrees of sympathy, sensitivity, tact, firmness, understanding and patience
Management

· Able to demonstrate the skills required to successfully manage projects

Team Working

· Able to build effective, supportive working relationships

· Demonstrates a flexible approach to work

· Contributes positively within a team environment

· Willing to share skills, experience and knowledge to develop other team members

· Willing to learn and assist other team members

· Able to self-motivate and work with limited day to day supervision

Quality of Work

· Strives to produce written work of a high quality with a good attention to detail

· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing

IT/Technical Skills

· Able to use all Microsoft Office systems to a good standard 

· Able to quickly grasp the use of specialised computer packages

Research & Analytical Skills

· Ability to analyse information, including complex policy documents and data, and to summarise information accurately in clear concise reports
· Able to analyse and interpret relevant Council and legislative procedures, and best practice in respect of Housing law
· Demonstrates investigative and analytical skills
	E

E

E
E

E
E
	

	Other Requirements
	Driving licence and access to a vehicle for work purposes.

Presents a neat and tidy appearance.

Ability to occasionally work outside of normal office hours
	E
E

E

	


COMPLEXITY AND CREATIVITY

The post holder will have to assess and interpret complex situations and circumstances in order to improve service delivery.
The postholder must be able to understand the complexities of housing legislation, regulations, Code of Guidance and will need to have a good understanding of the pressures faced in the Housing department to support the team to respond to them.
The duties will involve liaison with a range of other agencies. The post holder will need to keep track of a number of projects and priorities at any one time, each of which will have its own complexities.
The post holder will need to negotiate with external partners in relation to meeting the department’s strategic objectives towards local housing and support needs.
JUDGEMENT AND DECISIONS

The post holder will need to make sound judgements to respond to current and upcoming trends in the housing sector. Decisions may be subject to legal challenge, therefore robust decision making is essential. This will involve explaining those judgments and decisions if necessary. The post holder will need to be able to undertake such work with limited referral to the Head of Strategic Housing and Housing Services. 
WORKING ENVIRONMENT

The post holder will need to be emotionally resilient and able to deal with difficult circumstances. They will need to respond diplomatically to enquiries and without the need to refer to a senior officer unless necessary. Face to face meetings may take place in the office or off site. 

The post holder may also be required to work outside normal office hours on occasion and there may be an element of lone working required for the role.
CONTACTS (INTERNAL 30% EXTERNAL 70%)

Internal:

Officers within other departments - to liaise over problem solving, assessments, policies and reports 
Main contacts – Housing managers, Housing team, Legal, Environmental Health, Planning, Customer Services
External:
Social and health professionals, police and probation services, other local authorities and other statutory and voluntary agencies, councillors, clients, landlords, members of the Public

