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	Job Title
	Private sector Advisor
	Directorate
	Place 

	
	
	
	

	Post Number
	
	Division
	Housing Management

	
	
	
	

	Grade
	
	Salary
	
	Section
	Housing Options and Support 



	Criteria (Essential)

	
	
	Assessment By

	
	
	
	
	
	
	

	
	
	Application
	
	Interview
	
	Tests

	
	

	Experience
	
	
	
	
	
	

	
	

	Significant experience in a customer service environment, operating to a defined service and performance standards
	
	(
	
	(
	
	

	Significant experience in a housing or homelessness environment 
	
	(
	
	(
	
	

	
	

	
	


	Qualifications/Training
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Educated to A level standard or equivalent with 5 GCSE passes including English and Maths or able to demonstrate ability to work at this level through experience
	
	(
	
	
	
	

	Having or being willing to work towards possessing an additional relevant qualification e.g. housing, social work, housing law, counselling, etc. 
	
	(
	
	
	
	


	Practical Skills
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Ability to conduct investigative interviews and keep appropriate records, gather appropriate information
	
	(
	
	(
	
	x

	Good standard of written skills
	
	x
	
	x
	
	x

	Ability to negotiate solutions
	
	x
	
	x
	
	

	Ability to work alone and as part of a team
	
	x
	
	x
	
	

	Ability to work systematically, objectively apply complex legislation to a case, and present the outcome in simple terms to the customer
	
	(
	
	(
	
	(

	Ability to think creatively in solving customers’ housing problems and achieve negotiated solutions with a variety of parties
	
	(
	
	(
	
	(

	Ability to produce and present reports on activities undertaken
	
	(
	
	(
	
	

	Ability to represent the Council and promote a professional and positive image in all dealings with the public and other agencies
	
	(
	
	(
	
	

	Ability to manage own workload, deal with pressure and maintain a high quality service to all customers at all times
	
	(
	
	(
	
	

	Ability to work as part of a team to maintain the service at all times and contribute to its continual improvement.
	
	(
	
	(
	
	


	Personal Qualities and Attributes
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Ability to be mobile around the borough in order to perform the duties of the post
	
	(
	
	x
	
	

	Confident, a person who is able to ‘cold call’ 
	
	x
	
	x
	
	x

	Good with people, able to work with a range of service users
	
	x
	
	x
	
	

	Decisive, ability to interpret information and reach a reasoned decision often at speed
	
	x
	
	x
	
	x

	Able to manage conflict
	
	x
	
	x
	
	

	Good working knowledge of housing Law
	
	x
	
	x
	
	x

	Good working knowledge of welfare benefits
	
	x
	
	x
	
	x

	Good negotiation skills
	
	x
	
	x
	
	

	Ability to deliver difficult news/challenge
	
	x
	
	x
	
	x

	Problem solver- Flexible in approach and able to deliver bespoke solutions
	
	x
	
	x
	
	x

	Self motivator- able to work on own initiative
	
	x
	
	x
	
	

	Ability to work outside normal working hours, including participation in an out of hours duty rota
	
	(
	
	x
	
	



	Prepared By
	Hayley Rowley

	
	

	Date
	04.05.2021
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