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Job Description

Title of post:
Housing Officer
Location:
35 Salem Street, Bradford BD1 4QH
Responsible to:
Service Manager
Salary:
SCP 17 £29,244 per annum
Contract: 

  Permanent 
Hours of Work:
Full time 37.5 hrs per week
OVERVIEW 
Bridge Recovery Housing provides individual homes and high-quality housing management for people with multiple and complex needs. Our approach is rooted in the principles of Housing First: offering safe, stable housing without preconditions, and wrapping intensive, person-centred support around each individual.

Each service user has an Integrated Care Plan and receives intensive support from a dedicated Navigator within the Housing First Navigator Service. The Housing Officer plays a vital role in sustaining tenancies and promoting recovery and independence.

THE ROLE
The Housing Officer will be responsible for delivering and assisting in the development of all aspects of a responsive housing management service. The Housing Officer will work collaboratively with Bridge colleagues and a range of external partners to help service users understand and meet the terms of their tenancies/license agreements, with the goal of helping them sustain their accommodation.
Working Arrangements

This is a front-facing, community-based role that requires regular in-person engagement with service users, property visits, and collaboration with partner agencies. Due to the nature of the service and the needs of the client group, remote or hybrid working is not applicable. The Housing Officer will be expected to work primarily in the field and at designated service locations to ensure responsive and effective housing management.
Key Duties and Responsibilities

Lettings, Licenses and Voids Control
· Liaise with Housing First case workers to identify new referrals.

· Follow referral assessment procedures including completing a Housing Management Assessment.

· Arrange for applicants to view properties and ensure the responsibilities and options are explained.
· Provide service users with advice and information on welfare benefits, budgeting, and support around payment of bills and money management.

· Make all the necessary arrangements for service users to take up the accommodation including signing the appropriate tenancy/license agreement.
· Provide service users with advice and information on tenancy/licensee rights and responsibilities and ensure they understand these.
· Prioritise assisting service users with the completion of benefits forms, Housing Benefit application and ensure all relevant documents are submitted.
· Ensure that the conditions of tenancy/license agreements are met by the service user, working with Housing First Navigator staff and other agencies to manage breaches and help resolve disputes.
· Liaise with perpetrators of Anti-Social Behaviour (ASB) with the intention of helping them make all relevant changes needed to ensure their compliance with the terms and conditions of the tenancy / licence agreement. Negotiate and undertake any requirements to ensure this happens e.g. Acceptable Behaviour Contract
· Offer mediation to victims and perpetrators of ASB and facilitate access to support services where required. 
· Where necessary to assist in taking legal action to enforce the conditions of tenancy/license agreement.
· Liaise with service management to ensure that void periods are minimised.
· Following notice of the end of tenancy/license agreement, follow procedures to ensure Bridge assets and revenue are safeguarded. Ensure the outgoing service user is aware of their responsibilities following up as appropriate.
· Enable service users to access and take up follow on accommodation.

· Deal effectively with complaints in line with Bridge’s procedures, managing each through to completion.
Properties

· Assist in the identification and sourcing of properties through private and social landlords.
· Management of relationships with third parties and landlords to ensure property standards are met. 

· Ensure all properties have suitable furnishing, white goods, equipment, and services.

· Work with service users and contractors to ensure that properties remain compliant in terms of gas safety, electrical safety, fire safety, and other legal responsibilities. Ensure service users understand their responsibilities in this regard and contractors can access the property as appropriate.

· Ensure regular property inspections are undertaken.
· Enable, empower, and encourage service users to maintain a clean, healthy, and safe home environment.
· Manage routine and emergency repair requests and arrange cyclical maintenance relating to services, equipment, and furnishings. 
· Ensure all equipment in each property is in good working order, maintained in a clean and functional state of repair.
Other responsibilities

· To promote service users’ engagement in service delivery, development and decision making.
· To always comply with Bridge’s legal, contractual, and regulatory responsibilities in relation to the above duties.

· To be aware of and comply with all Bridge policies, procedures, and guidelines.

· To contribute to the development of policy, procedures, and best practice.
· Ensure that all information related to service users and properties is properly recorded, and maintain record systems as appropriate, ensuring confidentiality of all personal data held, in accordance with the Data Protection Act. 
· Keep up to date on any legislation relating to race relations, discrimination, rents, landlord and tenant, housing, and other related issues, and to liaise with Bridge senior managers on the interpretation of these and their effect on Bridge’s activities. 
· Produce statistics and reports on performance, outcomes and quality as required.

· Contribute to the evaluation of the service and developing business cases.
· This post is expected to develop over time, and the post holder must be prepared to undertake other duties by agreement with their manager.
	Person Specification 
	Essential
	Desirable

	Qualifications
	· Readiness to complete training as appropriate
	· Relevant housing qualification or equivalent.



	Experience
	· Experience of service users with vulnerabilities and/or challenging behaviour.
· Experience of providing a housing management service.


	· Knowledge and understanding of the support needs of the service user group.
· Knowledge of Housing First principles

	Knowledge and Skills
	· Knowledge of a wide range of housing management issues (e.g. tenancy conditions, tenants’ rights & responsibilities, neighbour nuisance, housing options)

· Knowledge of relevant housing legislation.

· An overview of welfare benefits and entitlements.

· Knowledge and an understanding of Safeguarding procedures for adults and children

· Good communication and negotiating skills.

· Ability to work calmly and effectively with people who may present with challenging behaviour and be in crisis.
· Understanding and awareness of confidentiality and boundary issues.

· Ability to work independently, prioritise and plan own workload.

· Good standard of IT literacy

· Good administration skills
· Knowledge of safeguarding and health and safety issues

	· Good local knowledge of the area.

	Other attributes
	· Willingness to work flexibly in terms of hours, including out of office hours.
· A commitment to promoting diversity and equal opportunities in all aspects of your work.

· Conforms to a standard of dress which reflects a professional service
· Committed to own professional development.
· Positive ideas and outlook

· Ability to work as a member of a team
· Can meet the mobility requirements of the post.
· Full driving licence and access to own transport.

	


	Key Behaviours 
	Works Proactively

Demonstrates initiative, thinks ahead and takes prompt action to solve problems; completes tasks, overcomes obstacles and seize opportunities.


	
	Leads Change & Improves Performance

Responds quickly and positively to change, seeking to continuously improve performance by learning quickly from our mistakes, celebrating our successes and constantly developing our people and processes.


	
	Demonstrates Creativity & Innovation

Applies creative and  lateral thinking to organisational issues; challenges the status quo and introduces new ideas, methods and processes
.

	
	Client & Customer Focused 

Focuses on and understand the needs of internal and external customers, members and other stakeholders and strives to deliver a prompt, effective and personalised service. (For ‘customers’, please also read members, stakeholders and audiences)
.

	
	Influences Others & Communicates Effectively

Positively influences others and where appropriate persuades them to change their views, intentions or actions.  Listens closely and communicates clearly both verbally and in writing.


	
	Applies & Shares Expert Knowledge

Demonstrates the specialist knowledge and technical requirements of the job. Applies skills and experience to perform the job effectively, completes work to a high standard and shares knowledge across the organisation.


	
	Works Collaboratively with Others

Works collaboratively with others for the good of the business; builds a network of good relationships and develops a thorough understanding of the organisation and the wider sector
.

	
	Values & Respects Others

Respects other individuals; listens and takes into account different opinions, feelings and motivations; is trustworthy and acts with integrity; responds and acts constructively towards others.
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