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JOB DESCRIPTION

	 JOB DETAILS

	Post title:
	Housing Advice Team Leader

	Post grade:
	G

	Post number:
	

	Directorate:
	Communities

	Section:
	Housing Services

	Reporting to:
	Head of Housing

	Line manager:
	Yes

	Date updated:
	January 2026

	

	MAIN PURPOSE OF JOB

	
The role holder will effectively manage part of the Housing Service, ensuring the delivery of a quality service that meets performance targets and statutory legal requirements. This will include the prevention of homelessness through the provision of advice and support, assessing and discharging statutory homelessness duties and the provision and management of temporary and supported accommodation referrals.

The role holder will develop and implement initiatives to prevent and relieve homelessness. The role holder will ensure the provision of a high quality, customer-centred service that ensures the well-being of customers is protected and staff supported in their roles. This will be based on an understanding of the causes and impacts of homelessness and previously experienced trauma.


	

	SPECIFIC DUTIES

	
1. To manage and lead the Housing Advice Team on the day to day operational functions of the service to ensure the discharge of the Council’s statutory housing functions in the areas of Homelessness 
Prevention, Relief, s184 Homeless Decisions, Homeless Temporary Accommodation and s202 Reviews.

2. Ensure that all duties are carried out in compliance with current legal and corporate requirements.

3. Develop and review appropriate local procedures and provide oversight through comprehensive advice and guidance to your team on difficult and complex cases.

4. In accordance with associated legal requirements carry out s202 reviews in relation to s184 
Homeless decisions issued, suitability of temporary accommodation placements and final offer 
discharges within statutory deadlines. 

5. Ensure that the team provide temporary accommodation to applicants where the Council has a 
duty to do so. 

6. Actively seek out and maximise prevention and relief opportunities and maintain good working 
partnerships and relationships with internal departments and external organisations and 
stakeholders.

7. Promote trauma-informed practices and support the team with continuous development in this area.

8. Identify continuous service improvements to deliver an excellent customer and staff experience at 
all times including personal and professional development for own role and others. 

9. To keep up to date with relevant legislative changes case law and good practice and cascade this 
information to staff, working with the Head of Housing to implement any changes to policy and procedure arising from this.

10. To represent Tewkesbury Borough Council at operational partnership meetings and  relevant liaison groups, inter-agency forums in respect of homelessness and housing need issues e.g. MAPPA, MARAC, child protection case conferences.  To convene and lead multi-agency approaches to ensure customer needs are met beyond their housing needs.

11. Demonstrate awareness and understanding of other people’s behavioural, physical, social and welfare needs and ensure that reasonable care is taken at all times for the health, safety and welfare of 
yourself and other persons including in relation to Safeguarding.

12. Be available for escalation of cases both supporting team members when they need to pass concerns, risks or decisions to them and to respond to customers and support agencies that ask for decisions to be check and respond to complaints.

13. Take responsibility for supporting the most vulnerable households to ensure oversight of their case and develop the correct plans to manage risk and deliver positive outcomes.


	

	ORGANISATIONAL CHART

	Insert copy of the hierarchy for the team to demonstrate where the position lies
Show at least one below and one above (If applicable)

Head of Housing



Housing Advice Team Leader




Housing Advice Assistant x2
Housing Interventions Officer
Housing Advice Officer x5






	

	KEY WORKING RELATIONSHIPS

	The key positions this post will interact with internally and externally, including any direct or indirect reports

The role will have responsibility for line management of the Housing Advice Team as above. They will also be expected to develop relationships across a number of internal services such as Environmental Health, Community Safety and Revenues & Benefits.  

Externally, the Gloucestershire Housing Partnership team, commissioned support and accommodation providers and Registered Provider partners will all be important contacts.  

	

	RESOURCES

	Budgets, responsibilities for information, management of equipment

• Responsible for direct line management and supervision of officers
• Responsible for financial expenditure – e.g., approving payments for homeless prevention cases, using temporary accommodation and use of corporate credit card.  Will have responsibility to agree expenditure beyond Housing Advice Officer responsibilities to explore bespoke homelessness prevention options for cases facing multiple disadvantage. 


	

	PHYSICAL DEMANDS

	E.g. Use of equipment, driving, lone working, lifting, regular walking, typing speed/accuracy

Driving to appointments/visits will be required.  Some lone working.  Some lengthy reports/decisions require typing speed and accuracy.


	

	MENTAL DEMANDS

	Distressing information, sensitive information, dealing with members of the public who could be angry or upset, safeguarding, lone working, conflicting demands, managing changing priorities

· Requirement to manage and prioritise a challenging workload of competing demands.
· An ability to analyse and interpret a range of quantitative and qualitative data sources in order to
inform accurate decision making.
· An ability to communicate effectively and appropriately in both written and verbal form to a range
of audiences from elected members and senior managers to colleagues and members of the public.  Requirement to handle difficult and sensitive situations including dealing with individuals who may be angry, upset, and vulnerable.
· Leading on support for vulnerable households facing multiple disadvantage.  Assessing support needs and using problem solving skills to produce support plans.
· Responsibility to make difficult decisions regarding options for customers e.g. whether to provide accommodation for roofless applicants.
· Exposure to vicarious trauma through supporting customers with physical and mental ill health, sexual and violent abuse and child protection cases and other safeguarding situations.



	

	WORKING ENVIRONMENT

	Detail where working (office, local businesses, outdoors, lone working etc.) and the percentage of time working in this environment. 

Home/office based, occasional home visits/off site meetings.


	

	ALL STAFF RESPONSIBILITIES

	To adhere to all Council Policies, in particular Equal Opportunities.

To undertake any other duties properly assigned from time to time by your line manager which are appropriate to the grade and character of the post.

To be committed to the principles of equality, diversity and the ability to treat everyone who you come in contact with dignity and respect.

Tewkesbury Borough Council is committed to the principles of safeguarding and promoting the welfare of all children, young people and vulnerable adults; therefore, all employees have a responsibility and duty of care to report safeguarding issues they become aware of or witness.


	

	HEALTH AND SAFETY

	Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others. 

To manage risk and to help formulate and comply with the Council’s Corporate Health, Safety and Welfare Plan, and to ensure that both systems and premises under your control are maintained in an acceptable standard to ensure the risk management and health and safety of staff and visitors.


	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Leadership experience in a housing / homelessness setting

	☒	☐	Application form/Interview

	Five GCSES 4-9 or equivalent including English Language and Maths. 
 
	☒	☐	Application form

	2 A levels / NVQ Level 3 (or equivalent work qualifications or work experience)

	☒	☐	
Application form

	Housing qualification
	☐	☒	Application form

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Experience of leading motivating and inspiring team members to continuously strive for service improvement in a constantly changing environment.
	☐	☒	Application Form/Interview

	Experience in dealing with the public or working in a public sector agency
	☐	☒	Application Form/Interview

	Experience of working in partnership, networking, influencing, problem solving, overcoming barriers and applying solution focused approaches, taking responsibility for resolving problems with empathy and respect.
	☒	☐	Application Form/Interview

	Experience in dealing with homeless presentations
	☐	☒	Application Form/Interview

	Financial experience including managing budgets
	☐	☒	Application Form/Interview

	Experience in dealing with competing issues and identifying priorities
	☒	☐	Application Form/Interview

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	[bookmark: _Hlk206593684]Excellent leadership, negotiation and influencing skills. This must include the ability to develop, support, empower and motivate a team to achieve goals.
	☒	☐	

	Ability to articulate through excellent communication, including verbal and written skills, and the ability to produce reports.
	☒	☐	

	Excellent interpersonal skills, with the ability to communicate complex issues clearly and simply in a compassionate and empathetic way in a demanding environment. Ability to effectively manage conflict and respond appropriately to challenging behaviour and remain calm under pressure.
	☒	☐	

	Excellent customer care skills, including ability to work effectively with vulnerable customers to resolve problems in a trauma informed way.
	☒	☐	

	Strong analytical skills, problem solving capability, and ability to interpret complex information and data to make informed decisions.
	☒	☐	

	Drive and commitment to meet targets, objectives, and achieve positive outcomes, through leading the team to deliver best practice and innovative solutions.
	☒	☐	

	Proven and effective relationship building and ability to negotiate with partners. Ability to confidently present information and findings clearly and simply to both lead and influence behaviour.
	☒	☐	

	Proven ability to communicate effectively with customers, MPs, Councillors, and a wide range of stakeholders to respond to queries and complaints comprehensively, to reach agreeable outcomes.
	☒	☐	

	Financial and budgeting skills, ensuring financial processes are being followed effectively to deliver services within defined budgets, for example, within the allocation of temporary accommodation
	☐	☒	

	Ability to organise, plan and prioritise a varied workload to meet multiple tight and conflicting deadlines and respond effectively to emergencies that require immediate response.
	☒	☐	

	Ability to work on own initiative and make clear, consistent decisions.
	☒	☐	

	Demonstrate effective use of Office 365 (incl. Teams, OneDrive, etc.) or willingness to undertake training during the probation period
	☒	☐	

	Demonstrate ICT skills sufficient to maximise the use of software applications, particularly the use of Excel, performance management and housing options and homelessness case management software packages.
	☒	☐	

	Fully understands their role in the context of safeguarding children, young people and vulnerable adults, in a housing environment.
	☒	☐	

	Flexibility to occasionally work outside of normal working hours and able and willing to travel to and work from other locations, including completing home visits.
	☒	☐	

	
	
	
	

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Ability to build excellent relationships and working partnerships both in the Council and externally with partner organisations.
	☒	☐	

	[bookmark: _Hlk206594873][bookmark: _Hlk206594882]Ability to work calmly and accurately under pressure.
	☒	☐	

	Ability to be resilient and to cope well with changes to legislation and working practices.
	☒	☐	

	Ability to work in a team and develop effective and supportive relationships with colleagues.
	☒	☐	

	Be flexible in working across the wider Housing Needs Service as required.
	☒	☐	

	[bookmark: _Hlk206595014]Shows respect and consideration to colleagues, customers and partner agencies.
	☒	☐	

	Encourage curiosity, be creative and seize opportunities to grow individually as an organisation and be open to change.
	☒	☐	
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