	JOB TITLE

HOUSING ADMINISTRATOR RENFREWSHIRE HOMELESSNESS SERVICE
	SECTION

CARE  MANAGEMENT

	GRADE: SCP
23 – 28
	DATE REVIEWED : Liz Robertson Feb 2010
DATE APPROVED :  Martin Glackin Aug 2010

	Responsible to: Service Manager
Accountable to: Care Services Manager
GENERAL
As the Housing Administrator you will carry out housing related administrative duties and work as part of the Homelessness team.

The post is based in our Abercorn Street, Service within the Renfrewshire Homelessness Service.

You will work in close liaison with the Homelessness Service with supervisory responsibilities for the property assistant staff.
SPECIFIC DUTIES

Dealing with day to day general housing enquiries and service user’s tenancy management issues.  Co-ordinating and completing a range of administrative tasks, liaising effectively with service staff and housing officers both internally and of the referring agency.

Duties include:

Tenancy Management
· Preparation of tenancy information packs
· Co-ordinate and assist the referring agency with issuing service user’s housing application forms and returning this to the Housing department for tenancy allocation

· Arrange service user’s tenancy sign up and settling in visits 

· Ensure all tenancy start/termination paperwork is completed and processed to the relevant Housing Officer

· Deal with initial service user enquires and assist the service staff team and housing officers as necessary

· Liaise with internal and external agencies on building maintenance issues

· Maintain administrative system for the recording of neighbour/anti social behaviour housing related complaints
· Arrange post inspection visits and inventory replacement requirements
· Liaise with Housing Maintenance on arranging Gas Safety Inspections
Rent Matters

· Provide assistance to housing officers in monitoring and control of rent arrears
· Liaise with the housing benefit section within the local authority

· Manage the completion of Housing Benefit forms at tenancy sign up

Service Users
1. Ensure each service user is aware of their responsibilities while residing at the service and has understood and signed the relevant occupancy/tenancy agreement.
2. Carry out a benefits check and ensure applications are made for all relevant benefits, assisting as required in completion of all forms, and liaise with the organisation’s Welfare Rights Officer as required.

3. Review benefits entitlement on a regular basis.

4. Assist service users in dealing with housing benefit application and review forms, queries from housing benefit authority and council tax authority

5. Liaise with service user for the suitable arrangement and payment of utility supplies.
6. Participate in introductory meetings and service user reviews on housing and tenancy management issues.

7. Advise service users on rent statements, paying rent and dealing with rent arrears in liaison with the service staff team and Head Office staff as appropriate.

8. Provide regular housing surgeries at each service.

Service User Accommodation
1. Carry out repairs audits and arrange access for maintenance service visits to service user’s homes

2. Liaise with contractors/maintenance staff on reporting repairs, arranging access, ensuring that service users are satisfied with work carried out.

Move On
1. Source and collate information on housing providers in the wider community and regularly update the Service Move On Information Pack

2. Assist service users with application procedures during the move on process.
GENERAL DUTIES
Administration
1. Assist in provision of statistical information for internal requirements.

2. Record details of all interviews with service users.
3. Keep accurate records and copies of all benefit applications as required.
4. Provide service staff with annual/benefit reports, inventories and re-decoration and repair requirements.
5. Maintain appropriate records for ordering and invoicing goods.
6. Be responsible, in conjunction with the service staff for the co-ordination of reporting faults and repairs.
7. Provide secretarial duties for the Homelessness Service, including word processing, correspondence, reports and filing, local authority funding source data and invoices.
8. Assist with the preparation of newsletters, information sheets and attend meetings as required.

9. Collate and update information on - 

· Local housing agencies 
· Local services - either voluntary or statutory which would be able to give assistance to service users 
· Changes to benefits, council tax arrangements
· Furniture suppliers and a furniture specification
Staffing

1. Provide regular and ongoing support to property assistants.
Good Practice
1. Assist in drawing up procedural notes on all areas of work as required.
2. Keep colleagues informed on changes to welfare benefits through information sheets/training sessions on procedures for dealing with adaptations.

3. Attend training as identified through supervision.
4. Be familiar with the Organisation’s aims and objectives and core values.
5. Be familiar with the Scottish Social Services Council’s Codes of Practice.

Health and Safety

1. Be familiar with both individual and organisational roles and responsibilities.

2. Deal with health and safety issues where practical as they arise.

3. Communicate areas of concern to line management.

Line Management 

1. Bring to the attention of Line Management any issue of concern which has an effect either direct or indirect on any service user or staff or the Organisation as a whole. 

2. Have regular update meetings on Service’s progress with the Service Manager, ensuring effective communication on all relevant administration/ housing support issues.

3. Have regular supervision with the Service Manager.

Additional Duties:

It is in the nature of the work that tasks and responsibilities are, in many circumstances, not routine and are variable.  All staff are therefore expected to work in a flexible way when the occasion arises and tasks which are not specifically covered in the job description have to be undertaken.  These additional duties will normally be to cover unforeseen circumstances and will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included in the job description in consultation with the member of staff.


