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JOB DESCRIPTION

	 JOB DETAILS

	Post title:
	Housing Advice Assistant

	Post grade:
	Grade D

	Post number:
	DCHE37

	Directorate:
	Communities

	Section:
	Housing Services

	Reporting to:
	Head of Housing

	Line manager:
	No

	Date updated:
	June 2026

	

	MAIN PURPOSE OF JOB

	Supporting a high quality customer focused, comprehensive housing advice, homelessness, and Choice Based Lettings Service.

To be the first point of contact for customer queries, maintenance of the Housing Register and allocations for social housing, general housing advice to customers, payment of invoices for the Housing Services department.  To work as part of Housing Services and cover a wide range of services to those in housing need.


	

	SPECIFIC DUTIES

	To undertake initial assessments and process all applications for Social Housing on the Choice Based lettings system. 

To assist vulnerable customers to make applications on the Choice Based Lettings system where no other support can be identified.

To liaise with specialist housing officers to make assessments on applications for those with complex housing need.

To notify applicants of their priority banding for Choice Based Lettings, undertake regular reviews of applications, and process changes of circumstances including assessments of medical needs.

To identify vulnerable customers who need additional assistance to find accommodation and  assess their needs to ensure they can access our services.

To check shortlists of applications shortlisted for properties and check necessary evidence to verify circumstances before offers of properties.

To process all post into the section and respond to written and electronically produced correspondence in relation to Housing Register enquiries. 

To process Target Hardening referrals and ensure they are recorded correctly, passed to Housing Officers for further case work and any works done invoiced correctly. 	

To act at as the first point of telephone, email and other methods of contact, provide general housing and homeless advice to customers and triage further cases to the relevant Housing Advice Officer or other department.

To refer complex enquiries for households in housing difficulty or facing homeless crisis to specialist colleagues as necessary.

To liaise with housing providers regarding shortlists, property adverts, and offers of accommodation.  Follow up requests to verify applicants and ensure they provide the correct documents within the set deadline. 

To undertake checks visits of emergency accommodation.

To liaise with emergency accommodation providers and maintain records of placement dates and costs. 

To administer Finance functions for Housing Services including payments, invoices and aged debt recovery.    

To maintain records of customers using advice services. 

To assist in the maintenance of records for all aspects of the teams work. 

To participate in providing an advice service in the Council offices in line with Human Resources policies.

To provide statistics on service delivery for government returns and freedom of information requests.

To provide administrative support for the daily activities of Housing Services.
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	KEY WORKING RELATIONSHIPS

	
Within the Housing Advice team they will work closely with Housing Advice Officers 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 an initial point of contact for different agencies involved in a case.  They will also work closely with other local authority colleagues across the county.  Work with Registered Provider contacts in income and lettings teams is important to support customers with housing applications and allocations processes.  


	

	RESOURCES

	Budgets, responsibilities for information, management of equipment

The role has no direct responsibility for setting budgets but will make recommendations for use of Homelessness, Rough Sleeping and Domestic Abuse Grant funding to support cases they come across and manage spending for items such as office stationary. 


	

	PHYSICAL DEMANDS

	
The post will be almost exclusively be office/home based as per hybrid working arrangements.  They may be a need to attend meetings or training at external settings.


	

	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.  The roles are not case-holding and can pass responsibility for supporting some customers onto other colleagues.


	

	WORKING ENVIRONMENT

	
The post will be almost exclusively be office/home based as per hybrid working arrangements.  They may be a need to attend meetings or training at external 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

	Minimum 5 GCSE’s (or equivalent, e.g. O-Level, NVQ, etc. (E)
	☒	☐	Application form

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

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

	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

	Good verbal and written communication and presentation skills, including report writing and presentation of evidence
	☒	☐	Application form / Interview

	I.T. Skills
	☒	☐	Application form / Interview

	Microsoft Office
	☐	☒	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

	Able to communicate effectively
	☒	☐	Application form / Interview

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





		we are Open and Honest          we are Respectful          we are Inclusive
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