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Person Specification

POST TITLE:
Housing Adviser 
SERVICE: 

Breathe Advice & Advocacy Service
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE


	Experience of working in a front line position providing comprehensive housing advice to members of the public, with a focus on homelessness prevention.
Processing applications and housing bids.
Working with and developing volunteers, including resourcing casework and checking files.
	
	Application form and interview

	QUALIFICATIONS/TRAINING
	Hold a professional qualification in housing.

Educated to GCSE standard or equivalent, including maths and English.
	Full or part –qualified member of Chartered Institute of Housing
	Application form and interview

	KNOWLEDGE


	Excellent understanding of Housing legislation including the Housing Act 1996 as amended by the Homelessness Act 2002, the Localism Act 2011 and the Homelessness Reduction Act 2017.
A good understanding of all relevant benefit issues, including welfare reform changes and Universal Credit.

	
	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS


	Excellent communication skills. 
Experience of preparing short sessions and advising in small group sessions (for both clients and professionals), with different levels of understanding, confidently and clearly.

Verbal – includes being able to deliver difficult messages, eg to clearly explain what the Council can and can’t provide in terms of housing.
Written – includes ability to write easy to understand letters and quality client case notes.  
Excellent administrative skills.
A good level of information technology skills, including word and excel.
Ability to prioritise own workload and use own initiative.

	
	Application form, interview and test

	DISPOSITION/

ATTITUDE


	Ability to build excellent relationships and working partnerships.
Able to successfully work as part of a team and develop effective and supportive relationships with colleagues and with people from other organisations.
Organised and can work calmly and accurately under pressure.
Happy to work on your own and can use your initiative as well as part of a wider team.

	
	Interview and test

	SPECIAL REQUIREMENTS


	Ability to work outside normal office hours as and when required.
Willingness to travel across Birmingham. 
	
	Application form and interview
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