PERSON SPECIFICATION

	Designation
	Senior Homelessness and Housing Options
	Post No


	

	Grade
	Scale  SO1/SO2

Salary: £24,646 - £28,636

Subject to Job Evaluation


	Date


	

	Division
	Housing Department
	
	


	
	HEADINGS
	REQUIREMENTS
	WEIGHTING

	1.
	KNOW-HOW
	
	

	
	a)  Education
	Sound education to GCSE level.

High standard of numeracy and literacy.
	Desirable

	
	
	Corporate member of an appropriate professional body i.e. chartered Institute of Housing and/or qualification in Housing Studies, and/or degree or equivalent qualification in another appropriate subject.
	Essential

	
	b)  Experience
	At least 2 years experience of providing advice and information on housing and homelessness prevention related issues.
	Essential 

	
	
	Good working knowledge of housing legislation, casework and policy related to public sector housing.
	Essential 

	
	
	Experience of working in a busy front line customer focussed environment.
	Essential 

	
	
	Previous experience of working with vulnerable people.
	Essential

	
	c)  Skills
	
	

	
	Communication
	Excellent communication skills and able to deal  sensitively with customers.
	Essential

	
	Listening
	
	Essential

	
	Verbal and Written
	Ability to communicate effectively verbally and in writing.
	Essential

	
	
	
	Essential

	
	Language
	Knowledge of Welsh
	Desirable

	
	Others
	Knowledge of the Council’s major functions
	Desirable

	
	
	Ability to effectively manage and prioritise  a diverse and demanding workload with limited supervision.


	Essential

	
	
	Excellent negotiation skills.


	Essential

	
	
	Knowledge of IT applications especially Microsoft Office


	Essential

	2.
	DISPOSITION


	
	

	
	a) Personal Qualities
	Able to build effective working relationships within and outside the department
	Essential 

	
	
	Must be enthusiastic, innovative and receptive to new ways of working
	Essential

	
	b) Abilities
	Ability to respond accurately to a range of enquiries
	Essential

	
	c)  Commitment and Enthusiasm
	A commitment to carrying through the policies aims and objectives of the Council
	Essential

	
	
	A strong commitment to providing a service to the public
	Essential

	
	
	Commitment to the development of IT systems for use within the department
	Essential

	
	
	Commitment to developing quality standards
	Essential

	
	
	Commitment to customer satisfaction
	Essential

	3
	CIRCUMSTANCES
	Able to drive
	Essential

	4
	PHYSICAL
	Good general health and good sickness record
	Essential

	5.
	REHABILITATION OF OFFENDERS ACT 1974
	This post is not exempt under the Rehabilitation of Offenders Act 1974
	

	6
	OTHER QUALITIES
	Ability to cope under pressure and balance competing demands.
	Essential

	
	
	Ability to present self in a professional manner.
	


Candidates should indicate an acceptance and commitment to the principles underlying the Council’s policy on Equality of Opportunity in Employment.

