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	Job Title
	Community Housing Assistant
	Directorate
	Place

	
	
	
	

	Post Number
	
	Division
	Housing and Communities 

	
	
	
	

	Grade
	
	Salary
	
	Section
	Community Housing 

	
	
	
	



	Reports To
	Community Housing Officer



	Purpose of the Job

	

	To support the delivery of a community focussed Tenancy and Estates Management Service, highly visible to tenants, residents and other stakeholders.  
To assist Community Housing Officers in managing specified patches within a defined geograhical area closely working with other housing teams, statutory and other agencies to create safe and welcoming estates that are fit for the future. 
To assist and carry out the direct provision of administrative duties for Community Housing as required. 





	Specific Accountabilities

	

	

	1. To advise customers with advice and guidance about housing issues within the framework of the tenancy agreement and the Council`s policies and procedures and its enforcement; ensuring that customer enquiries are dealt with promptly and efficiently. 

2. To assist the Community Housing Officer in all aspects of tenancy administration, including having an awareness of the needs of our tenants and other occupiers, the law and Dudley MBC policies and procedures
3. To assist the Community Housing Officers by carrying out visits to customers` home, carrying out patch inspections, home-reviews, community events and activities, and joint working with other teams to enhance the functionality, attractiveness, and sustainability of the neighbourhood and individual homes. To carry out estate inspections and estate walkabouts as required
4. To carry out tenancy sign ups, new tenancy visits, home reviews, tenancy amendments and pre termination inspections as required.

5. To assist the Community Housing Officer with investigating breaches of tenancy conditions, reports of nuisance, harassment, or anti-social behaviour. Carry out initial enquiries collating relevant information to assist Community Housing Officers and maintain contact with customers. To assist the Community Housing Officer with case management for enforcing breaches of tenancy conditions in accordance with relevant legislation, policy, procedures, and guidelines.
6. To assist with the delivery of a schedule of fire safety checks including undertaking inspections and taking enforcement action as required at the direction of the Community Housing Officer.
7. To be vigilant in our work to identify safeguarding and support needs and to engage with all applicable services to prevent harm and sustain tenancies. To work with passion, care and empathy for our customers and provide an excellent customer service always wanting to improve how we communicate with and support customers. 
8. To work jointly with other teams in Housing & Communities to enhance the reputation of the Housing Service and to contribute towards creating well planned, sustainable, and attractive communal environments within our buildings and across the whole estate. Specifically, to work closely with Fire Compliance, Asset Management, Greencare, Pest Control, Waste Management, Housing Maintenance and Highways to solve emerging problems and contribute towards planning for the future.
9. To assist the Community Housing Officer to achieve service plan targets keeping communication concise and positive to contribute to the development and continuous improvement of the Community Housing Services.
10. To organize and prioritize your own workload to support the efficient running of the patch. 

11. To produce patch information for the Community Housing Officer as requested. 
12. To provide information and assistance to other housing colleagues in Housing & Communities to ensure the effective delivery of a range of housing management services to customers and communicate with service providers to Community Housing Services as required. 
13. To assist the Community Housing Officer to provide elected members and MPs with information to carry out their democratic and/or governance responsibilities.
14. To manage the waiting lists for garages within an area and allocate and let the garages to suitable tenants.
15. This post is not area specific, and the area may be changed within the Dudley borough.

16. The post may include any other duties commensurate with the level of the post. 


	


	Key Accountabilities
· To be accountable for and promote equality, diversity, and community cohesion to meet Council, Directorate and Service objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported.

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner.

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Directorate.

· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.
· To comply with the council’s financial regulation and standing orders

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group.

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions. 
· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use.


	
	

	Special Conditions
	This post is subject to the DBS checking process
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old)  

	
	

	Car Allowance
	Mileage

	
	

	Prepared By

(Section/Mgr)
	Matthew Cartwright                                                                      1st July 2022


	
	

	Review Date 
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