FOLD HOUSING ASSOCIATION

JOB DESCRIPTION

JOB TITLE:


TRAINEE HOUSING SUPPORT OFFICER
DEPARTMENT:

HOUSING

Hours:


Full Time
Job Purpose
The purpose of the housing support officer role is to be a key point of contact for Fold tenants and communities and to deliver a range of support initiatives which will improve local services, encourage independence and contribute to sustainable communities.
Main Tasks and Responsibilities 
Undertake accompanied viewings of properties when new homes have been offered to tenants. 

Provide information and support to new tenants and assist them in moving into their new homes.
Provide information and support to tenants to empower them and promote independence.

Carry out Early Tenancy Visits with new tenants within 8 weeks of their tenancy commencing and assess any concerns or risks for them sustaining their tenancies.

Assist tenants with Income and Budget management and provide support and/or signposting in relation to welfare benefits, budgeting, money and debt management.

Visit tenants where tenancy may be at risk and identify and liaise with other agencies which may be able to offer support to tenants.

Develop Action Plans with tenants at risk of losing their tenancy and support them through the implementation of these plans.  

To work with tenants and local communities in addressing anti social behaviour concerns. 

Encourage and provide opportunities for tenants to be actively involved in activities which support their communities.
Promote the establishment of Tenant and Community Associations and attend Tenant Association meetings.

Work with Tenant Associations and Communities to source and make applications for funding for projects to improve the Health and Well Being of the community.

Develop working relationships with other agencies and groups to add value and share best practice for community empowerment.

Encourage peer support and community networks.

Lead on and support events and activities with other agencies, stakeholders and external partners that promote sustain tenancies, self sufficiency and independence. 

Carry out visits in line with Fold’s policy on tenancy fraud.
Staff are required to be flexible in their work and attitude and to co-operate with their colleagues to ensure the efficient, effective and economic operation of the service.

This post is based at Fold House Holywood, however due to the nature of Fold’s stock, this post has a mobility clause in that the post holder must be prepared to work from any Fold sites as directed.

FOLD is an equal opportunities employer and welcomes applications for employment from all suitably qualified candidates irrespective of their sex including gender reassignment, pregnancy or maternity leave, marital or civil partnership status, sexual orientation, race or ethnic origin, religious belief, political opinion, national identity, age, disability or whether or not they have dependents. 

This job description may be amended to facilitate changes in the better organisation of Fold’s activities and following consultation with the post holder.
Fold operates a No Smoking on the Premises Policy.

FOLD HOUSING ASSOCIATION

PERSON SPECIFICATION

Trainee Housing Support Officer

	
	CRITERIA – APPLICANT DEMONSTRATES EVIDENCE OF:


	Essential
	Desirable

	
	ESSENTIAL CRITERIA
	
	

	1
	Experience of working with and supporting people and/or communities
	√
	

	2
	Knowledge and awareness of the range of organisations working within communities and the benefits of partnership working
	√
	

	3
	Good written and oral communication skills
	√
	

	4
	Awareness and experience of issues impacting on communities.
	√
	

	5
	Basic knowledge of Housing Associations and services provided by social landlords.
	√
	

	6
	Computer Literacy skills
	√
	

	
	QUALIFICATIONS
	
	

	7
	Good standard of numeracy and literacy
	√
	

	8
	Educated to GCSE level in Maths and English or relevant Level 2 qualification
	
	√

	
	SKILLS & ABILITIES (TO BE TESTED AT INTERVIEW)
	
	

	9
	People centred and customer focused
	√
	

	10
	Ability to communicate and listen
	√
	

	11
	Good organisation skills
	√
	

	12
	Integrity and reliability
	√
	

	13
	Ability to undertake multiple tasks
	√
	

	14
	Flexible approach to working hours
	√
	

	15
	Good interpersonal and team working skills
	√
	

	
	BEHAVIOURS
	
	

	16
	Uses initiative to problem solving
	√
	

	17
	Develops positive relationships
	√
	

	18
	Including and respecting all people
	√
	

	19
	Positive approach to working for Fold
	√
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