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Housing Support Officer - Newport

Job Description

	Job Title
	Housing Support Officer

	Salary Scale
	SCP Scale Points 8-14 (£25,992 to £28,624 fte)

	Location
	Based at varying offices and properties owned and managed within Newport

	Contract hours
	25 hours per week until March 31st 2026

	Responsible to
	Head of Service Tenancy and Housing Support 

	Expenses
	Expenses incurred in carrying out the duties of the post will be reimbursed including travel to work places other than your primary workplaces, in accordance with our policies.


	Job Purpose

	To provide an efficient, effective and sensitive housing management service to the Licence/ Occupational Contract Holders of Newport Mind- Mind in Gwent’s accommodation-based support services. This includes- monitoring of rental income, managing lettings, breaches of tenancy and associated administration tasks. 

To ensure compliance with Renting Homes Wales Act 2022 in all instances and take immediate remedial action when this has not happened.

To work closely with the Housing and Tenancy Support (HaTs) service to maintain a high level of service, balancing letting priorities with support service delivery aims. 


	Specific Responsibilities

	Take a lead role in managing all tenancies within the accommodation element of the HaTs service.
Responsible for all aspects of day-to-day tenancy management including taking first level action of breaches in tenancy and escalating complex issues to the Head of Service and Housing and Tenancy Support Services Manager.
Manage the organisations rental income; maintain accurate records of all income received.
Pro-actively manage rent arrears within the organisation, taking first line action in dealing with rent arrears and supporting residents to reach a repayment agreement where necessary.

Liaise closely with the HaTs service on all housing benefit claims and provide support to both support workers and Licence/ Contract Holders on the housing benefit application process.

Take an active role on the viewing of properties by prospective tenants in conjunction with the HaTs service. Introduce service users to the properties and explain the facilities available and how to use them. 

Ensure culture and diversity issues for the service users are considered at all times, and report any forms of discrimination.

To correspond and liaise as necessary with internal or external agencies on behalf of service users.

To ensure that Mind in Gwent owned accommodation fulfils the legislation of Rent Smart Wales.
To ensure that all accommodation managed by Mind in Gwent is compliant with Renting Homes Wales Act 2022, and tenants are provided with the necessary paperwork to meet legislative requirements.  

To work with RSLs on repairs, safety checks, including gas, electric, Legionella testing, and Fire Risk Assessments and maintain accurate records.

Attend relevant meetings, training courses, Personal Development Plan and 121 sessions as required to maintain occupational competency.

To take first line responsibility in organising decoration of vacant accommodation, and sourcing suitable cost effect furniture and replacements for damaged items.

Maintain records of utility meter readings, submit readings to utilities providers, and complete regular costings to ensure the cheapest tariffs are being utilised in supported accommodation.  

Sit on a panel comprising of Mind in Gwent employees, HSG representatives, and RSL staff to consider and action any Antisocial Behaviour Contracts, Antisocial Behaviour Notices, Temporary Exclusions.  Also, as a final action when previous intervention has failed, evictions. 
To ensure that all Renting Homes Wales Act 2022 legislation is adhered to. 

Follow all health and safety and lone working procedures, reporting any discrepancies.

Make use of all IT systems available, including Microsoft packages, to monitor and deliver an effective service. 
Promote and encourage a high level of service user involvement, consultation and communication by facilitating house meetings, and devising innovative methods of capturing tenant feedback.
Advise management promptly of any signs of problems or concerns about a service user. 

To carry out any other reasonable duties as required by your line manager, the Directors, or Board Members of Mind in Gwent.




	Team Responsibilities

	Work as part of a team to deliver a high standard of service to Licence/ Occupational Contract holders.
To establish and maintain good links with local statutory and voluntary agencies and other community resources, or specialist agencies to support service users.

To maintain confidentiality in line with organisational policy in relation to service users, staff and business confidentiality.
Have an awareness and commitment to Mind in Gwent Policies, Procedures and Vision.


	Expectations

	To work in line with, and to support the delivery of, the vision, mission, values and goals of Mind in Gwent and to be a champion for Mind in Gwent at all times.
Adhere to and work within all the policies of Mind in Gwent and the Housing Support Grant Programme, such as child protection policy, protection of vulnerable adults, confidentiality and data protection policies, and the policies contained within the employee handbook. 

To actively participate, engage with, and respond to, the Mind in Gwent supervision, external supervision and appraisal processes.
To attend and positively contribute to Mind in Gwent and Housing and Tenancy Support meetings and other meetings as required. 
To attend and positively contribute to Mind in Gwent, Housing and Tenancy Support, Housing Support Grant training as required.
To actively contribute to a positive, supportive and constructive working ethos, relationships and environment with Mind in Gwent, partner organisations and other organisations.
To contribute to making Mind in Gwent a greener workplace.

To support and contribute to our overall aim of the participation people with experience of mental health problems, including within Mind in Gwent and to be committed to working alongside people with experience of mental health problems, as colleagues, (paid & unpaid) experts and campaigners. 

To be flexible, adaptable and undertake work to support the aims of Mind in Gwent, the aims of the Housing and Tenancy Support Team and the aims of Housing Support Grant funding.


Person Specification
	Area to be assessed
	Description of requirements. 
	How tested 

	Experience


	Essential
Experience in a housing related role
Experience of compliance with Renting Homes Wales Act 2022 and Rent Smart Wales legislation. 

Experience of working with or in supported living services

Experience of working within the Renting Homes Wales Act 2022 legislation. 

Desirable

Experience in tackling rent arrears and managing rental income
Experience of working with vulnerable people.


	Application/

Interview/ 



	Skills and abilities 
	Essential
Ability to work on own initiative, solving complex problems in a methodical way.
Able to display tact and understanding when dealing with tenants

Ability to move between sites during the working day

Ability to communicate at all levels, in a way that results in effective action, expressing ideas and decisions in an open and confident manner.

The ability to be self-motivating, work under pressure and manage time effectively, prioritising different areas of work according to need.

Ability to deal sensitively and appropriately with others and works in an honest and ethical way.
An ability to be self-servicing in the use of IT applications and basic keyboard skills to record activities, maintain records and to send and receive emails including complex spreadsheets.
The ability to understand and implement professional boundaries.
The ability to actively contribute ideas and suggestions that improve the quality of service.

The ability to initiate and maintain constructive relations with clients, colleagues and other professionals from a wide variety of cultural and social backgrounds.

	Application/

Interview 

	Knowledge


	Essential
A sounds knowledge of housing management services and legislation, housing case law, housing benefit legislation and methodologies relating to income recovery. 
Desirable

Knowledge of case law and legislation related to mental health.
	Application/

Interview 

	Education & training

	Essential

A relevant housing qualification or equivalent through relevant experience

Literacy skills to at least Level 2 standard (GCSE A-C).
Good IT skills (i.e. email, Word, Excel etc.)


	Application/

Interview 

	Other requirements
	Essential

A commitment to upholding and working to the values on Mind in Gwent
Committed to continuing professional development.
A willingness to work flexibly in response to changing organisational requirements and work outside of office hours on occasion.
	Application/

Interview 


Disclosure and Barring Bureau Check:

Because of the nature of this job, it will be necessary for the appropriate level of disclosure and barring check to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences.  This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.
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