
SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION & COMPETENCY FRAMEWORK
(desired behaviours & outcomes)

Please note:	The criteria specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.

	
Service:  Regulatory


	
[bookmark: _GoBack]Job Title:   Case Officer (Housing Solutions)

	
Team:  Housing Hub


	
Post Number:  





	
KNOWLEDGE & EXPERTISE (including qualifications/education, training, experience, skills, ability and knowledge):

ESSENTIAL :
· Good secondary education
· Experience of dealing with customers, including those who are vulnerable or distressed, and working with customers to find individual solutions
· Experience of advising customers on complex matters
· Experience of undertaking holistic assessments, working with clients to agree actions and outcomes, and managing cases over a period of time
· Understanding of general housing issues
· Knowledge of social care and health legislation and welfare rights issues
· Ability to use IT systems and work quickly and accurately with confidential information

DESIRABLE :
· Previous housing advice, homelessness or related experience with knowledge of housing legislation and landlord and tenant law

· Housing, health or social care qualification or relevant degree  
· 
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)



	
RELATIONS WITH PEOPLE (internal & external) (including Communication and Customer Service):

ESSENTIAL :
· Excellent communication skills, both orally and in writing, to secure effective results
· Ability to listen to what is being said and demonstrate sensitivity to customer issues
· Ability and willingness to work proactively with other Teams within the Council and other statutory and third sector partners to find individual solutions for customers and to deliver service improvement
· Understanding of and commitment to anti-discrimatory practice
· Understanding of issues of confidentiality
· Experience of dealing with complex  personal issues including negotiation with third parties to achieve positive housing outcomes and prevent homelessness

DESIRABLE :
· Understanding of workings and responsibilities of partner organisations and ability to achieve negotiated outcomes within shared resources and constraints

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
CREATIVITY AND INNOVATION:

ESSENTIAL :
· Proven ability to develop practical solutions to a wide variety of complex problems 
· Experience of working with customers to find housing solutions
· Experience of creating and maintaining good working relationships with other public and private sector organisations.
· Willingness to develop the role and show initiative
· Excellent prioritisation skills and the ability to manage own case load
· Ability to undertake individual project work to deliver service improvement 

DESIRABLE :
· Experience of undertaking project work to improve services
· Confidence to participate in Team discussions on service improvement

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
FINANCIAL ACCOUNTABILITY:

ESSENTIAL :
· Ability to contribute to delivering the service within budget and achieving value for money 
· Make use of Prevention funds to provide cost effective non- standard responses to prevent and relive homelessness

DESIRABLE :
· 

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
IMPACT UPON THE ORGANISATION AND THE COMMUNITY:

ESSENTIAL :
· 
DESIRABLE :

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
LEADERSHIP (including Management and Supervisory Responsibilities):

· Not applicable
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
INITIATIVE AND INDEPENDENT ACTION:

ESSENTIAL :
· Ability to manage a case load and deliver priorities within target times, including making homelessness decisions
· Ability to represent the Council within the scope of the role with other agencies and promote a positive image of the Housing Service 
· Ability to make delegated decisions in a professional and competent manner

DESIRABLE :

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
PLANNING, ORGANISING & PRIORITISING:

ESSENTIAL :
· Ability to manage under pressure and prioritise work load.
· Able to manage customer contact  so time is well spent

DESIRABLE : 
· 

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
HEALTH & SAFETY:

ESSENTIAL :
· Understanding of safe working practices within the office and loan working on home visits
· Ability to assess risks and take responsibility for acting to minimise risk
· Commitment to work to the Council’s health and safety polices and agreed local practice 
DESIRABLE : 
· 

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)




	
PERSONAL ATTRIBUTES:

ESSENTIAL :
· Ability to work within a team environment and independently
· Full driving license and use of a car
· Ability to cope with a busy and sometimes stressful workload, and work to tight deadlines
· Ability to participate in an on call rota
· The postholder must be mobile enough to visit customers in their homes, and this will involve climbing stairs 
· This post is politically restricted under Section 2 of the Local Government  and Housing Act 1989

DESIRABLE : 
· 

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)



