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Housing Options Administration Assistant (Post 1702, 2291)
Service Area
People Services – Housing Options
Manager/Team Leader
Housing Options Manager 
Direct reports
N/A
Total Managed
N/A

Purpose of the Role

To provide clerical and administrative support to the housing options team This includes maintaining rent accounts, checking and preparation of invoices for authorisation, production and publishing of adverts for Your Choice Your Home, providing monitoring information and supporting the Housing Manager and Housing Options Team Leader & Accommodation Support Team Leader. Provide customers with low level housing advice.
Key Result Areas

1. Production of literature and web based information for the Housing Options Team 

2. Arranging for translation and production of letters or leaflets in alterative formats as and when required 

3. Responsible for maintaining and updating Your Choice Your Home Website including the Targeted Housing Options facility within the Your Choice Your Home Website.
4. Responsible for sending out the annual reviews for housing  applications this includes updating and amendment of housing applications as required

5. Monitor and review Auto-bidding process for Your Choice Your Home
6. Provide low level housing advice to customers in relation to Your Choice Your Home housing waiting list generated through workbench, email, telephone and face to face. 
7. Obtain supporting evidence from customers and pass applications through to Housing Option Officers for final decision in relation to awardmeant of Priority Card, Band 1 or Band 2. 

8. Responsible for the completion  of Your Choice Your Home telephone applications for vulnerable customers
9. Check for accuracy and publish adverts for partners of Your Choice Your Home on a daily basis
10. Creation of adverts for partners of Your Choice Your Home and support Housing Option officers in the shortlisting process for shared ownership & local letting properties 

11. Support Housing Option Officers in daily search for suitable properties across all tenure types on the open market 

12. Prepare and provide monthly & quarterly performance information for Your Choice Your Home including Housing with Care, bedroom range and other reports as and when required. 
13. To be responsible for the setting up of rent accounts for households in temporary accommodation, this includes taking payments over the phone, input housing benefit payments, undertake initial recovery of arrears and setting up payment plans, liaise with Revenues Department in relation to outstanding Housing Benefit claims, undertake initial recovery of former tenant arrears and prepare paperwork where  write-off is being recommended 
14. Collecting, inputting & reporting data required to finance in relation to  weekly, monthly, quarterly temporary accommodation statistics 
15. Handling & Processing financial information including raising purchase orders, processing and coding of invoices for payment for temporary accommodation, utilities’, Locata, Now Medical and other suppliers as and when required. 

16. Responsible for the monthly reconciliation of the Credit card payment and pass to Housing Options Manager for authorisation 
17. Provide monitoring information in relation to any Government initiative this includes SWEP/Everyone in/Protect & Vaccinate/Domestic Abuse/Temporary Accommodation 

18. Oversee and keep up to date the statistics for Rent in Advance and Damage Deposit Schemes 

19. Arrange, book rooms and minute take at meetings and forums organised by the Housing Options Manager.

20. Prepare mail merges and large mail outs. Responsible for digital mail receipt and distribution.
21. Monitor and record FOI requests for  Housing Options within People Services ensuring response are sent within the corporate timescales

22.  To promote and adhere to the workplace values of our organisation. 
23. To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your own actions. 

24. Any other work required and as directed within the confines of the existing grading and post  
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	Housing Options Administration Assistant (Post 1702,2291)

	
	Essential
	Desirable
	How

Identified

	Experience/

Knowledge
	Demonstrates knowledge, experience and understanding of performing administrative duties in a busy office environment
	(
	
	Appl Form

Interview

	
	Demonstrates ability to communicate with customers face to face and by telephone
	(
	
	Appl Form

Interview

	
	Demonstrates ability to work in a close team environment
	(

	
	Appl Form

Interview

	
	Able to demonstrate competency in using computers and knowledge and understanding of both Word and Excel.
	(
	
	Appl Form

Interview

	
	Demonstrates excellent customer service and knowledge/understanding of office routines and practices

	(
	
	Appl Form

Interview

	
	Demonstrates experience of local authority financial procedures, procurement & invoicing 
	
	(
	

	

	Qualifications
	Good level of education (minimum of 5 GCSE passes or equivalent to include English Language and Maths) 
	(
	
	Appl Form

Interview

	

	Training
	Willingness to undertake and provide any relevant training.
	(
	
	Appl Form

Interview


	
	Essential


	Desirable


	How Identified

	Skills
	Good verbal and written communication skills
	(

	
	Appl Form

Interview

	
	Team Worker

	(
	
	Appl Form

Interview

	
	Good interpersonal and customer care skills

	(
	
	Appl Form

Interview

	
	Good keyboard and a basic level understanding on information technology office based software
	(
	
	Appl Form

Interview

	
	Good numeracy skills 
	(
	
	

	
	Able to manage a mixed range of varied and competing priorities


	(
	
	

	

	Aptitude and

Disposition
	Good interpersonal and customer care skills 
	(
	
	

	
	Well organised and methodical 
	      (
	
	Appl Form

Interview

	
	Flexible approach to work 
	(

	
	Appl Form

Interview

	
	Assertive & confident 
	(
	
	

	
	Enthusiastic and self-motivated
	(

	
	Appl Form

Interview

	


Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources

