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JOB DESCRIPTION

	 Job title:
	Housing Registration Assessment Officer – fixed term

	 Team: 
	Housing Options

	 Service area: 
	Places Services

	 Responsible to:
	Senior Housing Registration Assessment Officer

	 Position reference:
	Fixed term

	 Contract type:
	Fixed term contract covering secondment until 7 October 2027 or on return of post holder to substantive role, whichever is sooner

	 Grade:
	4

	 Hours of work:
	37 hours per week, Monday to Friday

	 Out of hours working/Standby:
	No

	 Location:
	Hinckley Hub

	 Hybrid working:
	Yes, by agreement

	 Politically restricted:
	No

	 Criminal record check:
	Not applicable

	 Driving licence type:
	Full UK Driving licence

	 Vehicle use:
	Grey fleet (own car)
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Job purpose

[bookmark: _Hlk219971489]To be responsible for the assessment of applications to the Housing Register in accordance with the Councils Housing Allocations policy and Part Vi of the Housing Act ensuring only eligible applicants are accepted onto the Register in accordance with Policy.

To provide a front-line customer focused housing service, including the provision of housing advice recognising when to refer to specialised officers, allocation of garages, signing up new tenants, and related functions.

Key duties and responsibilities

1. Responsibility for the assessment of an applicant’s housing application, carrying out detailed investigations to ensure the correct documentation is received and making a decision on inclusion to the Housing Register, property type and banding category.  
2. To investigate and assess any changes in circumstances such as change of address, income details, family size, medical condition and review assessment at annual renewal stage or throughout the year.
3. To provide a front-line advice and assistance service to the public on all housing register related matters, identifying vulnerabilities and signposting to appropriate support agencies, making safeguarding referrals where required, ensuring any potential homelessness is identified at any early stage and referred to officers for assistance.
4. To operate as part of a team ensuring the duty rota and front-line duties are covered during office opening times
5. To maintain a working knowledge and understanding of all current legislation and good practice with regards to housing legislation and regulations, working collaboratively with other Council service areas and external agencies and partners to meet the needs of our customers.  
6. To answer correspondence by letter, email or via IT systems in line with corporate standards.
7. Responsibility for the management, administration and updating of computer records concerning the letting of council maintenance garages and garage plots. 
8. Responsibility for signing up new tenancies and terminations of current tenancies ensuring all associated paperwork is completed.
9. Verification of tenants to the mutual exchange service.
10. To be responsible for support services within the Housing Options section (and other teams when required). 
11. To assist in the compilation of performance indicators and annual returns within the team. 
12. To comply with the requirements of the Council’s data quality management policy, the officers' code of conduct, safeguarding policies and procedures, financial and contract rules and procedures, and with corporate personnel policies and practices, particularly absence management, health and safety and equalities.

13. To undertake such duties as are appropriate to your grade and hours of work as may reasonably be required, including flexible working within other sections or service areas as required.
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PERSON SPECIFICATION
Candidates
When completing your application form, please address your answers directly to each of the selection criteria below in your supporting statement. This enables the recruiting manager to access your ability to meet each essential and desirable criteria. 
	Essential Criteria
	Desirable Criteria


	Qualifications

	1. Good standard of numeracy and literacy

	2. 5 GCSE`s or equivalent



	Relevant experience and professional knowledge

	3. Experience of using Microsoft Word and Excel
4. Proven experience of working in an office environment.
5. Customer focused job experience.
6. Experience of inputting data and extracting information from clients at interview stage
7. Customer care procedures

	8. Experience of MRI JIGSAW system
9. Experience of working to Policies and Legislation
10. Knowledge of housing issues
11. Knowledge of safeguarding procedures

	Skills and abilities

	12. Ability to deal tactfully with customers in difficult situations
13. Ability to organise and prioritise a varied workload
14. Ability to communicate effectively with colleagues, the general public, other service areas and agencies, face to face over the telephone or by letter
15. Ability to input information into databases
16. Ability to empathise and deal with matters confidentially
17. Self-motivated and flexible
18. Team player, providing support and help to colleagues
19. Must be committed to customer care and equal opportunities

	20. Ability to use housing related software
21. Ability to work to set policies and timetables to achieve set targets

	Other

	22. Full clean driving licence
23. Use of own vehicle
	

	Diversity and Inclusion 

	24. Demonstrate an understanding and commitment in relation to equal opportunity and the ability to implement these policies in the workplace.
	

	Health and Safety

	25. Demonstrate an understanding of the requirement to take reasonable care for the health, safety and well-being of yourself and others in the role and those who may be affected by acts or omissions at work.
	



Our Values and Behaviours Framework

WHO WE ARE
At Hinckley & Bosworth Borough Council, we’re passionate about delivering outstanding services to our community—and our people are at the heart of this mission. Every resident and customer deserves the highest standards of professionalism from our teams, and together, we’re dedicated to making life better for everyone in Hinckley & Bosworth by providing top-quality services.
We’ve crafted a clear set of values and behaviours that define what matters most to us as a Council. These values have been reviewed and refreshed to respond to and build upon the positive feedback received in the Peer review 2024 and to reflect the aspirations and views of employees.
These values drive everything we do, guiding us to make the right choices in the right way. Our behaviours are designed to bring these values to life, ensuring they’re woven into our daily actions.
Hinckley & Bosworth Borough Council are one team, united in our commitment to quality and integrity and driven to deliver excellence for our community, making the most of our resources and living our values every day.
Our values are who we are.

[image: Image of Positive value, image with thumbs up surrounded by hearts]
We are energetic and passionate, proud of and dedicated to our area.
[image: Image of Ambitious value, image of bar graph showing progression]
We strive for excellence. We learn, innovate, challenge, seek out opportunities and embrace new ideas.
[image: Image of Collaborative value, image showing cogs interlinking and working together]
We trust, respect and are honest. We listen to each other, to our communities and to our partners and work with them supportively to get things done.
[image: ]
We put the needs of our customers first. We care about being the best we can be and take responsibility for our actions.
Flexible Working Arrangements and Reasonable Adjustments

Flexible working arrangements where possible are supported on request. Reasonable adjustments will be considered under the Equality Act 2010 throughout recruitment and employment.
Guaranteed Interview and Disability Confident Scheme
[image: Disability Confident Logo
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]We are a Disability Confident Employer. This means we work to make sure that disabled people and those with long term health conditions have opportunities to fulfil their potential and realise their aspirations. 
We are committed to interview any applicant that declares they have a disability and meets the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
This commitment supports fair access to employment and complies with the Equality Act 2010.
Confidentiality of disability and reasonable adjustment information
Any information provided about disability, health conditions, or reasonable adjustments will be kept confidential and used only for the purpose of making appropriate adjustments. This information will not be shared with shortlisting or interview panels unless necessary to implement agreed adjustments at interview.
Care Leaver Friendly Employer Charter

As a care leaver friendly employer, we offer a guaranteed interview (and constructive feedback) to applicants who identify as care experienced and meet the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
To administer this scheme, the recruiting manager(s) will be able to see your response to this question.
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