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JOB DESCRIPTION

	 JOB DETAILS

	Post title:
	Housing Advice Officer

	Post grade:
	F

	Directorate:
	Communities

	Section:
	Housing Services

	Reporting to:
	Head of Housing

	Line manager:
	No

	Date updated:
	September 2025

	

	MAIN PURPOSE OF JOB

	
Provision of comprehensive housing advice, assessment of applications for social housing, the provision of temporary accommodation, interviews and investigations of homeless applications including recommendations for determination.  Working independently and managing their own caseloads,  

Deliver a high quality, customer-centred service that ensures the well-being of customers is prioritized. This will be based on an understanding of the causes and impacts of homelessness and previously experienced trauma.

	

	SPECIFIC DUTIES

	
To provide advice, information and assistance on housing and related support issues - including joint working with other agencies to ensure a coordinated and consistent approach.

To administer and maintain the housing register including undertaking home visits to applicants, liaising with appropriate agencies to assess housing need, all in accordance with Homeseeker Plus allocations policy.

To provide housing advice to all applicants on rehousing options including: Choice based lettings, low cost home ownership, other schemes as well as accessing the private rented sector.

To assist applicants with registering and bidding on Homeseeker Plus, providing direct matches where required from the Housing Register for vacancies made available by Registered Social Landlords within the terms of the Homeseeker Plus Partnership.    

To interview, investigate and fully assess all applications for assistance under Homelessness Legislation, including home visits, liaison with Education, Health and Social Services.  To provide written recommendations on appropriate course of action to ensure that the Councils statutory responsibility can be discharged and that clients support needs can be identified and accessed.   

To arrange emergency accommodation for all eligible homeless applicants where necessary, and to liaise closely with the landlord, and Housing Benefit Officers. To ensure that housing benefit is in place, and that the relevant paperwork is completed where appropriate and ensure the protection and storage of possessions where appropriate.

To deliver a preventative homelessness service to all potential clients including liaison with appropriate voluntary and statutory agencies and housing providers.  

To efficiently manage a caseload of housing advice, housing need and homelessness applications ensuring that all files, records and computer based data are maintained accurately at all times.

To undertake training as identified by the Head of Housing.

To provide a housing advice service in other locations within the borough as required.

To provide and promote a quality housing service that maintains a culture of customer service which encourages involvement and continuous improvement in line with changes in customer needs and Council policy. 

To meet targets as specified in the Housing Strategy and the Community Services Development plan. 

To ensure customers, colleagues and all other agencies are aware of all housing services delivered. 

To assist with customer satisfaction and service development initiatives.

This role will be working directly with vulnerable individuals and will require knowledge of Safeguarding policies and procedures.


	

	ORGANISATIONAL CHART

	
Head of Housing

Strategic Housing & Enabling Officer
Housing Advice Officer x5
Housing Interventions Officer
Housing Assistant x2


	

	KEY WORKING RELATIONSHIPS

	
Within the Housing Advice team they will work closely with Housing Interventions Officer to jointly support 
individuals that are homeless or at risk of homelessness. There are a number of different support and 
accommodation contracts that are arranged across the County and the role is key in being a single point 
of contact for different agencies involved in a case. They will also work closely with other local authority 
colleagues across the county.


	

	RESOURCES

	
The role has responsibility for use of budgets and will make recommendations for use of Homelessness 
Prevention Grant funding to support cases they work with.

	

	PHYSICAL DEMANDS

	
The post holder will be required to attend home visits/meetings out of the office and this will occasionally involve lone working. There will be a requirement to drive to some meetings for example to a home address or venue in other districts.


	

	MENTAL DEMANDS

	
The role will involve supporting housing and homelessness customers and some of these will be very 
vulnerable individuals in difficult circumstances. They may be upset or angry and a trauma-informed 
approach will be required. Information about health, convictions and support needs will need to be 
accesses, stored and shared appropriately.

This role will be working directly with vulnerable individuals and will require knowledge of Safeguarding policies and procedures.


	

	WORKING ENVIRONMENT

	
The majority of the role will be a combination in the office or able to work from home. Around 1 day per week will involve attending home visits, external meetings and partner agency settings.



	

	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. 


	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	
2 A Levels or Professional 
Qualification 
or equal technical 
/qualification/training or 
significant experience within 
housing and homelessness

	☒	☐	Application form / Qualification 
info

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Working in a housing related discipline for a significant period 
	☒	☐	Application form / Interview

	Provision of comprehensive housing advice to include homelessness
	☒	☐	Application form / Interview

	Knowledge of Housing Tenures
	☒	☐	Application form / Interview

	Experience in working with clients who are resistant to change and/or find it difficult to engage
	☐	☒	Application form / Interview

	Understanding of the wider systems of housing, welfare, safeguarding, training, employment and how to engage with organisations who deliver these services
	☐	☒	Application form / Interview

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	I.T. Skills
	☒	☐	Application form / Interview

	Mediation Skills
	☐	☒	Application form / Interview

	Good standard of oral & written communication skills
	☒	☐	Application form / Interview

	Ability to deal with difficult and stressful client situations
	☒	☐	Application form / Interview

	Investigate and exchange information with others in order to make decisions
	☒	☐	Application form / Interview

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Shows respect and consideration
	☒	☐	Application form / Interview

	Ability to work effectively as part of a team
	☒	☐	Application form / Interview

	Customer Focus
	☒	☐	Application form / Interview

	Flexible with a “can do” attitude
	☒	☐	Application form / Interview

	Takes personal responsibility 
and uses resources effectively 
and efficiently
	☒	☐	Application form / Interview

	Able to communicate effectively
	☒	☐	Application form / Interview
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