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Job Profile comprising Job Description and Person Specification

Job Description   

	Job Title: 
Housing Management and Services Trainee (HMST)
	Grade: 
SO1-PO1

	Section: 
Housing and Regeneration
	Directorate:  
Housing and Regeneration

	Responsible to following managers:
Manager will depend on placement.  Overall Head of Housing Policy, Performance and Compliance

	Last review date: April 2021





Working for the Richmond/ Wandsworth Shared Staffing Arrangement

This role is employed under the Shared Staffing Arrangement between Richmond and Wandsworth Councils. The overall purpose of the Shared Staffing Arrangement is to provide the highest quality of service at the lowest attainable cost. 

Staff are expected to deliver high quality and responsive services wherever they are based, as well as having the ability to adapt to sometimes differing processes and expectations. 

The Shared Staffing Arrangement aims to be at the forefront of innovation in local government and the organisation will invest in the development of its staff and ensure the opportunities for progression that only a large organisation can provide. 


Job Purpose: 

The two-year scheme will operate through placements across teams in the Housing and Regeneration Department.  During these placements, trainees will have the opportunity to gain experience working across the full range of housing activities.  They will gain an in-depth understanding of housing policy at national and local levels and learn hands on how this is put into practice by the Council’s Housing Management and Housing Services teams.  Trainees will carry out a range of operational and strategic tasks, including, but not limited to:

· Managing a portfolio of properties
· Consultation with residents on tenancy matters
· Writing housing policies, procedures and briefing notes 
· Dealing with homelessness approaches, temporary accommodation and housing queues 
· Supporting the progress of development and regeneration projects

Trainees will undertake a qualification in housing practice and, upon successful completion of the scheme, will receive an offer of employment from the Council.

Specific Duties and Responsibilities:

1. Undertake duties in the Housing Management team to manage a small portfolio of properties. This will include assisting with tenancy matters, resident engagement, repair issues and anti-social behaviour as it occurs.

2. Assist the Housing Services team with their day-to-day operations, including dealing with residents in temporary accommodation and undertaking assessments in line with the Homelessness Reduction Act, assessments for the Council’s housing queues and arranging lettings.

3. Provide project support to the Policy and Performance Team in the development of housing strategies and related policies, interpreting national legislation for senior managers and writing procedures for operational staff.

4. Undertake consultation and engagement with residents and wider stakeholders as part of the Council’s estate regeneration and development plans to maximise resident involvement in the delivery of housing and physical and social regeneration.  

5. Answer general public, councillor and MP requests as directed.

6. Undertake a relevant qualification in housing practice. 

7. Develop positive collaborative relationships through working in placements across the Department and as required collaboratively work with other Council departments/services.


Progression Criteria

SO2
· Aware of various teams in the Housing and Regeneration Department, understands structure of the Department and various sections and their functions. 
· Undertakes most of the duties of the role but requires managerial oversight and support.
· Able to deal with residents/clients issues and carry out basic functions such as raising repairs, managing cases.
· Can liaise with relevant colleagues and across the Council as required.
· Successfully started relevant housing  qualification.

PO1
· Has good knowledge of the Housing and Regeneration Department and understands priorities for the Department.
· Uses initiative to proactively identify issues and engage with residents/clients.  
· Undertakes all of the duties of the role and requires minimal managerial oversight and support.
· Able to demonstrate good collaborative working with colleagues across the Council.
· Able to respond effectively and efficiently to any number of tight deadlines within a pressurised environment.
· Completed relevant housing qualification.


Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of the Boroughs of Wandsworth and Richmond services. 

· To comply with relevant Codes of Practice, including the Code of Conduct, and policies concerning data protection and health and safety.

· To adhere to security controls and requirements as mandated by the SSA’s policies, procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems.

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Council’s duties and responsibilities for safeguarding children, young people and adults as they apply to the role within the council.  

· The Shared Staffing Arrangement will keep its structures under continual review and as a result the post holder should expect to carry out any other reasonable duties within the overall function, commensurate with the level of the post.



Person Specification

	Job Title: 
Housing Trainee
	Grade: 
SO1 – PO1


	Section: 

	Directorate: Housing and Regeneration

	Responsible to following managers:

	Last review date: April 2021




Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the two boroughs, and we prize these qualities in particular: 
Being open. This means we share our views openly, honestly and in a thoughtful way. We encourage new ideas and ways of doing things. We appreciate and listen to feedback from each other. 
Being supportive. This means we drive the success of the organisation by making sure that our colleagues are successful. We encourage others and take account of the challenges they face. We help each other to do our jobs. 
Being positive. Being positive and helpful means we keep our goals in mind and look for ways to achieve them. We listen constructively and help others see opportunities and the way forward. We have a ‘can do’ attitude and are continuously looking for ways to help each other improve. 

	Person specification Requirements

	Assessed by  A /  I / C (see below for explanation)

	Knowledge 

	A basic understanding of and an interest in the issues affecting public sector housing.
	A / I

	Experience 

	Must be able to demonstrate the potential to successfully complete the trainee programme
	A / I

	Experience of working collaboratively as part of a team to achieve an agreed outcome
	A / I

	Ability to demonstrate a good understanding of customer care 
	A / I

	Skills 

	Ability to express yourself confidently and to present arguments clearly and succinctly both on paper and in person
	A / I

	Ability to take decisions where appropriate to do so, rather than referring them to others
	A / I

	Able to develop positive working relationships at different levels 
	A / I

	Ability to organise own workload, prioritise tasks to meet deadlines and respond flexibly to frequently changing needs and priorities
	A / I

	Ability to communicate effectively with residents, colleagues and other professionals both orally and in writing
	A / I

	Good IT skills and ability to use standard IT packages (Microsoft Office and Outlook)
	A / I

	Ability to work both independently and as an effective team member and able to undertake a variety of work using own initiative
	A / I

	Qualifications 

	GCSE in Mathematics and English Language - Grade A to C or equivalent
	A / C

	Educated to degree level, minimum 2:2 attainment and / or demonstrable and substantial experience in a relevant role
	A / C




A – Application form
I – Interview
C - Certificate
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