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	Job Title
	Homeless Support Officer
	Post Number
	HD833T

	Grade
	GR06
	Service Area
	Housing Services

	Special Conditions 
	*Standard DBS required due to working with vulnerable groups
*Working across both Malvern Hills and Wychavon councils as part of a wider Worcestershire service.
*May be occasionally required to work some evenings and weekends in response to service demands
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Communities and Housing 
	Date
	 April 2026



Job Purpose
	The purpose of this role within the Council is:
	To act as primary point of contact for a wide range of services offered by the Housing Service
To assist in implementing the Councils duties, responsibilities, and policies within the Housing Service

To act as primary point of contact for single homeless with complex needs who were accommodated as part of the council’s statutory homelessness duties

To provide intensive support to single homeless households, alongside other partners to identify routes into accommodation

Ensure the effective and efficient delivery of:

· Housing Advice to hard to reach client groups, leading on tailored advice for single homeless households with complex needs 
· Partnership working with multiple agencies to support vulnerable households to achieve the correct package of support 

Support Housing Options Officers to deliver statutory homelessness duties in line with the Homelessness Reduction Act 2017 by supporting vulnerable singles to engage

	Responsible for demonstrating commitment to working in line with the Councils' values


	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Principal Housing Options Advisor 

	The postholder manages \supervises:
	None





	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	
1
	Post holder will be responsible for supporting a caseload of complex single people to navigate the statutory homeless process in line with the Homelessness Reduction Act 2017. 


	
2
	Post holder will be responsible for engaging with multiple partners including; substance misuse services, mental health services, voluntary sector partners and other agencies to co-ordinate a package of support for single people with complex needs


	
3
	Provide housing advice in the community to single people with complex needs or those at high risk of Rough Sleeping on their rights, and opportunities for support from the Local Authority 


	
4
	To respond to Street Link referrals alongside voluntary sector organisations to identify Rough Sleepers in both Wychavon & Malvern.


	
5
	To support Housing Needs Advisers to deliver statutory functions highlighted in the Homelessness Reduction Act 2017 by engaging hard to reach single households and providing intensive support throughout the process

	
6
	Maintaining accurate and comprehensive records of support provided to clients on computer software deployed by the Local Authority, including software for homelessness and social housing allocation.


	
7
	To work closely with multiple agencies, developing strong partnerships with the view to co-ordinate work to support complex single households to access appropriate packages of support.


	
8
	Ensure a full working knowledge of relevant legislation, including the Homelessness Reduction Act 2017 and Housing Act 1996, part VII.


	
9
	To monitor self and case performance. The post holder will be required to maintain accurate records and to monitor outcomes in line with funder requirements

	
10
	To deal with enquiries from customers (by telephone, email, correspondence 	and personal visits where appropriate) in accordance with the councils’ 	Customer Service Standards.


	
11
	To carry out a rapid initial assessment of each customer’s needs and circumstances to support Housing Options to provide the right support going forward.


	
12
	To maintain a good understanding of policies and procedures for safeguarding children, vulnerable adults and people affected by Domestic Abuse and alert Children or Adult Social Care if they suspect a child or vulnerable adult may be subjected to abuse.


	13
	To assist in the preparation of reports.


	14
	Assist in developing plans/strategies for the Housing service.







NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	A good level of numeracy and literacy skills with a– GCSE or equivalent in English and Maths.

	E
	

	Computer skills: Microsoft Window Packages and Housing related computer systems.

	E
	

	Housing qualification or a similar related field.

	
	D




	Experience

	Essential
	Desirable

	Previous experience in a Housing or similar related field with substantial experience working with those at risk of homelessness or other vulnerable people.

	E
	

	Working knowledge of how the welfare benefit system works and relates to customers.

	E
	




	Skills Required

	Essential
	Desirable

	Knowledge on all aspects of Housing Legislation and Guidance.

	E
	

	Strong customer focus with the ability to treat customers with respect, adapting own behaviour to communicate with the customer in a way that suits the customer’s needs.

	E
	

	Planning and prioritising own workload to meet deadlines – experience of working in a professional organisation and a track record of being self motivated.

	E
	

	The postholder will be required to travel across the district to attend meetings and appointments. 
	E
	



	Behaviours
	Essential
	Desirable

	Encourage the close working of the team and be tactful and diplomatic in all situations.

	E
	

	Ability to work with others across a variety of professional disciplines and maintain positive working relationship.

	
	D



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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