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Job Description

Post Title:
Housing Adviser 
Contract Type:           FTC  - Until end October 2020
Hours:                         30hrs PW (Monday – Thursday)
Salary:
9.25 PH
Responsible To:
Breathe Advice Service Manager
Location:                     New Heights Community Café, Warren Farm Road, B44 0QN

_________________________________________________________________________________
Job Summary
This role will be based within our Breathe advice and advocacy service located within our Community café in the heart of Kingstanding. The Breathe service offers education, advice and advocacy on a range of issues, including benefit entitlement and money management.  

                                   The Housing Advisor role will be an additional element of the work currently offered, and will provide advice and help to service user’s seeking housing advice, support and guidance. This may include seeking alternative accommodation, support with housing benefits, homeless applications or access to housing benefits. 
                                    You will be giving comprehensive housing advice with a focus on prevention of homelessness and hep educate service users and professionals through the design and development of self-help guides and resources.
Main Responsibilities
1. Provide a comprehensive housing advice service on all housing and related issues including:
a. Tenancy rights in both privately rented and social rented accommodation
b. Maximisation of benefits and tax credits

c. Matrimonial rights in respect of housing

d. Advocacy

e. Homelessness rights 
f. Advice and assistance to bid for properties through the Birmingham Choice website
g. Sign posting to other appropriate agencies such as debt advice agencies
2. Present all housing options and housing benefit/Universal Credit housing element entitlements available to customers. 
3. Maintain accurate client records on the projects software.
4. Produce the relevant letters and other communications with customers as required.
5.  To assist in the production of information material on various subject matters relating to housing   issues, including preparing regular social media updates on issues relating to developments within the housing field.
6. To support in the training and development of volunteers to provide support with housing related matters.
7. Identify potential homeless applicants and prevent homelessness whenever possible by:

a. Exploring alternative housing options with applicants and assisting them to obtain accommodation
b. Exploring housing benefit rights and entitlements
c. Giving presentations to professionals and other groups
d. Raising awareness of the projects housing advice service 

8. Co-ordinate an appointment system or surgeries to interview service users.

9. Maintain, monitor and be accountable for the accuracy and timely production of all relevant records, statistics and performance indicators in respect of this role.
10. Represent the Breathe project at any internal or external meetings relevant to the post.
11. Assist in the effective promotion of the Housing Service and the production of all material necessary for its promotion.

12. Assist with all customer service issues related to the Housing Service and in particular ensure that high levels of customer satisfaction are achieved with the services provided.
13. Undertake training and development as necessary having regard to the needs and requirements of the Service and Team.
14. Be aware of and exercise personal responsibilities under the Health and Safety at Work Act and other related matters.
15. Contribute to the development of the service. Contribute to improvements in quality and/or quantity of service(s) provided.
16. To participate in six weekly supervision meetings with the BREATHE Service Manager.
17. Undertake such other duties as may be requested by the Breathe Service Manager. 
18. Two weeks of annual leave to be taken during service Christmas closure.

NB This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
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