O Kirklees

COUNCIL

Housing and Health Officer — Grade 7

Job purpose

At Kirklees we want to be innovative and creative in the way we work to deliver our services to our
communities. We know we have challenging times ahead, so we are always looking for better and
smarter ways to work.

The role is part of the Council’s Accessible Homes Team (AHT). The Team provides a cross tenure
adaptations service and works to try to identify more suitable housing accommodation for disabled
people/people with health needs.

The Team works closely together with Adults and Health Services, Children and Families Service,
the NHS, and Private Contractors in delivering the adaptation service. This is an important way to
help disabled people live more independently at home.

The Team provides an adaptations service and works to try to identify more suitable housing
accommodation for disabled people/people with health needs.

Housing and Health Officers provide administrative support to all members of the Accessible Homes
Team. This includes Business Support Officers, Medical Advisory Officers, Surveyors, Occupational
Therapists, Community Care Officers and Managers.

This role is based within the Growth and Regeneration. Find out more about working for Kirklees.

Key areas of responsibility

e You will use the Council’s IT systems to obtain information and monitor the quality of the
service delivery as well as providing the first contact to the AHT by effective, polite use of
telephony system, message taking, diverting calls, and giving advice and information.

e You will be responsible for keeping service users and other relevant parties advised of the
progress of works and of their financial eligibility regarding adaptations and re-housing
applications throughout the process, ensuring service users are aware of any action
necessary on their part e.g., provision of financial information, completion of necessary forms.
You will also provide assistance and bidding support for AHT customers on the housing
register to assist them to find a new home.

e You will also be responsible for the preparation of documentation from initial enquiry through
to approval to payment stage for grant applications and other financial assistance relating to
adaptations and re-housing. This may occasionally include carrying out home visits to assist
service users in the completion of documentation.

e You will instigate the process of financial assessment for adaptations, calculating and
advising the service user of any financial contribution towards adaptation works. You will be
responsible for ordering adaptations and making payments in relation to adaptations.

e Ensure new and ongoing changes are implemented effectively.

e Ensure vulnerable service users and their carers are treated with understanding and
empathy and be able to explain processes with clarity

Page 1 of 4


https://www.kirklees.gov.uk/beta/your-council/directors.aspx
http://www.kirklees.gov.uk/beta/working-for-kirklees/about-kirklees.aspx

O Kirklees

COUNCIL

e Ability to accurately check and analyse numerical information
e Ability to use various Computer IT systems

e Awareness of disability issues and their impact on Housing and Health related issues

Position of job in organisational structure

Operations
Manager

Grade 13-14

Senior Housing
and Health Officer

Grade 9

Housing and
Health Officer

Grade 7

Employee Specification

Knowledge, qualifications, skills, and experience

Shortlisting criteria

Experience in an office environment, dealing with clerical and
administrative duties.

Essential

Experience of using different computer packages to access, input Essential
information and manipulate data.

Experience of dealing with administrative procedures relating to Essential
payments made by the Council or similar organisation.

Experience of working for an organisation that provides services to Essential
people with disabilities, vulnerable service users or with medical

needs.

Experience or the ability to complete Financial Means Tests or Essential
detailed financial assessments.

Experience of providing an enquiry service within a Housing or Social | Essential
Services setting or providing an effective customer support service.

A good standard of literacy and numeracy to enable maintenance of Essential
records and contracts, preparation of correspondence and carry out

detailed calculations and interpret financial information.

Experience of producing statistical information in a range of formats, Essential
utilising computer data such as spreadsheets and databases.

Experience of checking coding and inputting payments and the Essential
processing of Invoices and Internal Transfers.

Willingness to carry out occasional home visit. Essential
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Knowledge, qualifications, skills, and experience Shortlisting criteria
Travel to various locations in order to carry out the duties of the job. Desirable

Possession of a full and valid driving licence and a car available for
work. (Exceptions can be made for disabled applicants).
Accepts an enhanced DBS and barred list check is required. Please Essential
note that a conviction may not exclude candidates from appointment
but will be considered as part of the recruitment process.

Behaviours and expectations

The right behaviours and attitudes are as important to us as the skills you bring to the job. We
expect all our employees to demonstrate the following behaviours:

. Positive

. Honesty

. Respectful

. Flexible

. Communicative
. Supportive

You will also promote and be a role model of the Council’s expectations of a New Council
Employee within the organisation. This role is at level 2. Find out more about Council Behaviours
and Expectations.

General information

See your responsibilities related to Safequarding.

DBS check at the appropriate level
Driving licence or able to travel independently across Kirklees

This Job Profile is intended to provide an understanding and appreciation of the responsibilities of
this particular job. Itis not possible to specify every detail and we expect you to work flexibly
within your skills, knowledge, experience, and grade of this job.

For Office Use Only:

Job Category Housing Services Grading ID 18530
Job ID 80100680 Last Updated January 2022
Job Focus No Career Progression No
Contractual Variants
DBS Category Adults DBS Type Enhanced + Barred
Health Check No Politically Restricted No
24/7 working No Public Holidays No
Night Working No Alternating Pattern No
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DBS Category Adults DBS Type Enhanced + Barred
Standby No Other No
Checked by HR M Lunn
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