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	Job Title
	Senior Housing Options Adviser
	Post Number
	HD817 & HD832

	Grade
	Grade 10
	Service Area
	Housing

	Special Conditions 
	Occasional out of hours working.
Working across Malvern Hills and Wychavon District Councils
Basic DBS clearance required
	Additional Benefits

	Casual Car User 

	Authorised by
	Director of Housing and Communities
	Date
	April 2026



Job Purpose
	The purpose of this role within the Council is:
	To lead, manage and maximise the performance of a team of Housing Options Advisers, Housing Triage Officers, Housing Administrators and Outreach Officers to ensure that the Housing Options Service is delivered in line with the Homelessness Reduction Act 2017 and Housing Act 1996 Part VII. 
This includes day to day responsibility of operations related to homelessness – including support and prevention, and the allocation of Social Housing through the Common Housing Register

	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 Officers

	The postholder manages \supervises:
	Housing Options Officers, Housing Triage Officers, Housing Administrators and Outreach Officers





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


	
1
	To lead, manage and maximise day to day performance of the Housing Options Team, ensuring that the service is high performing, cost effective and customer focused providing a quality front line housing assessment and advice service to meet the Council’s statutory duties.

	2
	To ensure the Council’s statutory duties are correctly determined and administered, including undertaking reviews of homelessness decisions and the development of legal responses to challenges and attending court where necessary.


	3
	To support the Head of Service and Principal Housing Officer to manage and monitor housing budgets and government grants, with direct responsibility of approving payments. This includes assisting with annual budget setting.


	4
	To support the Housing Leadership Team to make strategic decisions on the allocation of funding to housing projects/initiatives to prevent and tackle homelessness.


	5
	
To project manage a variety of housing projects, ensuring effective implementation of new and existing initiatives, and compliant use of government grant funding.


	6

	To assist the Principal Housing Officer with the procurement of external services to assist with the delivery of statutory functions and external bids.


	7
	To create and maintain relationships with a range of relevant internal and external partners to identify, develop and successfully implement a wide range of creative and innovative housing options solutions to prevent homelessness at the earliest opportunity, and meet the needs of the service and customers.


	8

	Demonstrate an advanced knowledge of the legislative requirements of the Homelessness Reduction Act 2017 and Housing Act 1996 Part VII and a range of other legislation affecting the sector, supporting front line staff to sustain an excellent level of service.  Responsible for auditing homelessness case files to ensure the service is operating a robust quality assurance process and compliance with the legislation.


	9
	Making the most effective use of temporary accommodation including ensuring customers move into more settled accommodation as efficiently as possible and financial activity related to this area of work is effectively carried out to ensure financial loss to the council is minimised.  This will include management of the Temporary Accommodation Officer and councils’ temporary accommodation units.

	10

	To have an in depth understanding and awareness of complex support needs such as: substance misuse, physical/mental health issues, offending history and domestic abuse and demonstrate an ability to support Outreach Officers by leading on effective multi-agency work and providing emotional and professional support to the team.

	11
	Responding to initial complaints and MP enquiries from customers and residents to ensure issues are resolved in a timely manner, and in line with councils procedures and responsibilities. 


	12
	Assist the Principal Housing Officer in the development and continuous improvement of policy and procedure relevant to the housing options team and the wider housing service.


	13

	Creating a culture within the team which is customer-focused, flexible and focused on outcomes for homeless households across the district.

	14
	Assisting with recruitment of new staff and contractors, interviewing, shortlisting and creating the job descriptions.


	
15
	Undertaking effective supervision of staff, including regular one to one meetings and performance reviews, and the ability to respond at pace to staff with customers in crisis/potentially harmful situations

	16

	Recognising and championing excellent performance within the team and dealing promptly with any issues relating to poor performance.  Working as part of the Housing Leadership Team to analyse performance, identify trends and put measures in place to maximise performance of the housing options team.

	17
	Chairing, organising and representing the council on a variety of county wide forums and multi-agency public protection panels such as MAPPA and MARAC dealing with challenging and complex cases. 

	18
	Maintaining an on-going and in-depth knowledge and understanding of relevant housing, homelessness and domestic abuse legislation in order to deliver an effective service. Including reviewing the decisions of officers that may result in legal challenges.

	19
	Developing and maintaining close working relations with a wide range of internal and external stakeholders, to achieve the prompt resolution of complex issues.

	20
	Maintaining an understanding of policies and procedures for safeguarding children, vulnerable adults and people affected by domestic abuse and alert Social Care agencies if they suspect a child or vulnerable adult may be subjected to abuse. Supporting the Head of Service/Named Safeguarding Officer as part of the Councils Safeguarding Support Team. 

	21
	Supporting the Principal Housing Officer by making operational decisions autonomously, demonstrating a calm, responsive and practical approach to solving complex problems.

	22
	Working across the wider housing team to help deliver corporate priorities and housing service delivery plan actions and promote joined up working with the private sector housing team. 


	23
	To lead on the provision of data collection and scrutiny for government submissions and Freedom of Information requests in relation to homelessness and the housing register.


	24
	Managing and monitoring all housing debt (WDC only)– ensure there is a robust system in place for recovering monies and this is monitored.


	25
	To lead on the effective management and administration of the Common Housing Register, ensuring continuous review of new and existing applications, ensuring accuracy of records which is essential to the fair and transparent allocation of affordable housing.

	26
	Demonstrating commitment to delivering the councils values of great customer service, openness and accountability, innovation and improvement and fairness and respect.

	27
	Demonstrating and promoting the Council’s Leadership Behaviour Framework by leading, inspiring, communicating, collaborating, and empowering self and others and leading by example.

	28
	Other such duties as may be required from time to time in line with the grading of the post      


	29
	To comply with all aspects of the Council’s Code of Conduct, Policies and Procedures
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	A degree in a housing related field or equivalent experience 

	E
	

	Good educational background e.g. GCSE in Math and English as a minimum or equivalent

	E
	

	Housing / Management qualification.

	
	D




	Experience

	Essential
	Desirable

	At least 2 years experience working in Housing

	E
	

	
Experience of delivering against specific outcomes on individual projects
	E
	

	
Clear and detailed knowledge of the Homelessness Reduction Act 2017 and Housing Act Part VII, including how to administer the legislation in operational practice
	E
	

	Experience of supporting customers with complex needs, working with a variety of stakeholders to achieve positive outcomes

	E
	

	Experience of supervising staff
	E
	




	Skills Required

	Essential
	Desirable

	
Effective communication skills with customers, internal and external partners, senior officers and members
	E
	

	Ability to maximise performance of frontline staff, accessing support from HR to recognise and respond to poor performance

	E
	

	Ability to analyse performance data and provide innovative solutions to resolve issues
	E
	

	Excellent IT skills and ability to use a range of relevant software packages including Microsoft Teams and Excel

	E
	

	Ability to make complex decisions based on facts, multi -agency intelligence and legislative powers.
	E
	

	Excellent organisational ability, particularly self organisation and an ability to see tasks through to a successful conclusion.
	E
	

	Attention to detail and ability to maintain accurate records
	E
	

	Effective negotiation skills to establish partnerships and innovative joint working practices
	E
	

	Ability to contribute towards change and innovation.
	E
	

	Ability to travel throughout the District
	E
	

	Working knowledge of Housing Benefits/DWP
	
	D

	Good interviewing techniques, negotiation, mediation (between all parties)
	
	D

	Project Management skills  - being able to organise, prioritise, overcome obstacles and meet deadlines within budget
	
	D

	Performance Monitoring/Reporting
	
	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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