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Job Description
Housing Accommodation Officer 
Grade: Scale 5
Responsible To:   					Responsible For:
Accommodation Manager	             			None

About the job: To be a part of the Accommodation team working together to provide on-site administration, excellent customer care and housing management to officers and managers at the council’s accommodation-based buildings, Primrose Gardens, Tatton Gardens, Jubilee Gardens and Cotswold Supported Housing.
To update and input information onto the Council’s IT system, Civica regarding residents’ information, rents and payments, support Housing Solutions team with the provision of up-to-date information and the smooth operation of the buildings. You will be required to work flexibly, including evening, weekend and bank holiday working for which payment will be made in accordance with Council Policy.
Role: To deliver a professional frontline service assisting customers to resolve queries and complaints, and provide information on all Council services, deliver low level support tasks and inductions and helping customers to manage appointments whilst contributing to their Personal Housing Plans and Care plans. Recognise the diversity of our customers promoting participation.
To use all systems for computerised and manual records and files and compilation of statistical information relating to the service and residents.  
To provide support to officers who are applying the anti-social behaviour and rents policy to tenants at both sites.
To assist in the monitoring of the CCTV for all sites and apply procedures for reporting incidents.
To assist with any applications to the scheme in accordance with the allocation’s procedure. 
To provide support with comprehensive risk assessments
To assist residents during their stay, ensuring the provision of a customer focused and supportive environment.

Use the council’s payment processing service and monitor payments to maximise income and reduce void turnover.
To assist with the processing of orders and invoices, repair reporting and collation of statistical information and feedback relating to the service.
To assist with the preparation of and provide support for reviews, inspections/visits and any events necessary. 
To use the councils booking system for room bookings and assist in setting up/closing activity/meeting

Responsibilities:
Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.
· Provide cover at other accommodation sites as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.




What the successful candidate will have:

	Qualifications
· A good standard of numeracy and literacy demonstrated through either qualification or previous experience
· Evidence of Customer Service Training


	Experience

· Ability to deal with and respond to complex and sensitive enquiries.
· Ability to work under pressure and respond flexibly to all situations.


	
Knowledge 

· Understanding of office procedures and ICT systems in relation to frontline service provision.




	Skills & Abilities
· Excellent customer care skills.
· Excellent communication and presentation skills both verbal and written
· [bookmark: _Hlk3464753]Excellent IT skills
· Work across teams in a positive and constructive manner to achieve results
· Excellent planning and organisation skills

The post holder will be required to work flexibly Monday to Friday between 8am – 7pm, occasional weekends and bank holidays may be required for which an enhanced payment will be paid.

An Enhanced DBS check will be required for this role





Our Values & Behaviours

Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service.

Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative.

Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services.

Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile.

Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome.
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