London Borough of Bexley
Job Reference:    Assessment Officer ~ NRPF

Job Description

Management Grouping:
Environment & Wellbeing



Department: 


Social Care
Job Title:


Prevention & Assessment Officer ~ NRPF



Reports to:


Team Manager – Social Care  


Functional links with:  Members of the public, colleagues within the Housing Department, other Council Services e.g. Social Services and Education, the Home Office, Corporate Fraud team, CAB, Solicitors and other advocates and DWP
Main purpose of the job:  

· To provide a comprehensive range of advice and prevention measures approaching the Housing Options Service (HOS) / Multi Agency Safeguarding Hub (MASH) for assistance with a housing problem.  Where a solution cannot be found the officer will assess the eligibility of homeless applicants for housing assistance under Part VII Housing Act 1996 & Sec 17 of the Children’s Act 1989.  Where client is found to have No recourse to funding, appropriate accommodation and subsistence will be calculated and put in place.
Major Duties and Responsibilities:
  
· Where a preventative measure is not possible, carry out detailed Assessment of application, having due regard to current legislation and case law.

· To be responsible for a caseload of NRPF cases and ensure all actions are up to date and monitored regularly.

· To make decisions as to whether a duty is owed to a household on the basis of eligibility and to issue the formal notifications of such to the applicants on behalf of the Local Authority. 

· To make financial assessments and monitor spend against client’s subsistence pre-payment cards, adjusting where appropriate.

· To maintain an excellent and up to date knowledge of changes in legislation, case law, local and national policy which may affect the work of the and provide timely advice to the Team Manager – NRPF Team on any changes to policies and practices that might be required.

Job Activities: 
· Interview clients at the Civic Offices to carry out an initial assessment of their housing situation & immigration status.  This can be a difficult interview.
· Carry out home visits to verify the client’s housing situation and to monitor for any changes in circumstances.
· Liase with statutory and other agencies to verify the applicant’s circumstances to ensure that appropriate decisions and advice are given.

· Take on a caseload, provide appropriate and timely advice with the aim of minimising spend and only assisting those where the Council have a duty. Where appropriate take witness statements and prepare cases for legal action.

· Answer correspondence and enquiries from applicants or those acting on their behalf having regard to sharing of information legislation & protocols and within prescribed timescales.

· Keep detailed records of advice and outcomes making full use of Information Technology where available.
· Ensure Assessments are accurate and completed in a short time frame, to minimise the effect on local budgets.
· Be able to identify cases where there are complex or multiple needs and make appropriate referrals/ work in partnership with other internal and external partners to reach the best solution for the client.
· Assist in the production of information leaflets and other forms of information medium.

· Attend case conferences, multi disciplinary meetings and other meetings as directed by the Team Leader – NRPF.
· Maintain accurate & relevant statistical data on matters relating to NRPF work.
· Provide cover in other areas of the service as directed by the NRPF Team Leader and MASH Service Manager. 
· Undertake any other duties and responsibilities appropriate to the post, which may be required.

The post holder is occasionally expected to be available for work outside office hours and to travel within and outside Bexley as deemed necessary to perform the duties of this role. 
Person Specification

Management Grouping:
Environment & Wellbeing




Department: 


Social Care
Job Title:


Assessment Officer

	Selection Criteria
	Essential / Desirable (E/D)
	Method of assessment

	a. Education & Training
· Educated to GCSE standard

· Educated to degree level


	E

D
	A

A

	b. Relevant Technical Experience & Knowledge
Experience of:

· Working in a Housing Department for at least 2 years

· Interviewing members of the public

· Financial Assessments

Knowledge of:

. No recourse to public fund cases and legislation

· Homeless legislation, the Code of Guidance and case law

· Housing and welfare benefits

· Housing Advice, Housing rights and the Prevention agenda.

· Eligibily to public Services
	E

E

E

E

E


	A

A/I

A/I

A/I

A/I




Selection criteria key:  A = Application form,  I = Interview,  T = Test
High Performance Indicators
	Post Title:

Prevention &Assessment Officer # NRPF
	Job Family: 

Customer Facing
	Grade:

BEXLEY08

	High Performance Indicators
	Level
	Description

	Change and Innovation
	A
	I welcome change 

I am willing to implement new ways of working

I respond flexibly to changing demands 

I am open to new information and ideas 

I am willing to question existing practice

	Communicating and Influencing
	B
	I present facts and ideas clearly

I collate and interpret detailed information

I adapt my style to the  audience and their needs

I formulate proposals and make recommendations based on research

I convey excitement and enthusiasm

	Achievement, Drive and Ownership
	B
	I take personal responsibility for dealing with issues or problems

I measure and track my performance against identified goals

I take opportunities to develop myself

I show persistence in overcoming obstacles

I balance competing demands on my time

	Customer Orientation
	B
	I monitor customer feedback and level of satisfaction with the service they receive

I make myself available to customers, ensuring they know how to contact me

I take responsibility for correcting customer concerns promptly, without judging others

I offer ideas to enhance the development of customer centred services / solutions

I seek to build and maintain positive relationships with customers

	Partnership Building
	A
	I recognise the different partners involved in my work

I work towards a win – win solution

I show respect for others and  value their contributions

I build relationships that generate mutual trust and peace of mind

I share relevant ideas and information with others

I co-operate with others in achieving targets set for the service or organisation

	Leadership
	A
	I ensure individuals / teams understand their role, objectives and how they fit in with broader organisational goals

I keep the team informed about what is happening 

I explain the reasons for decisions

I monitor performance standards, and take action as appropriate

	Political Awareness
	A
	I understand the formal structure and roles of Members and officers

I understand and comply with rules, regulations and policies including political protocols and the political agenda

My personal actions promote  positive images of Bexley

	Breakthrough Thinking
	A
	I identify potential problems  or issues through recognising simple patterns in information, or through cause and effect 

I make decisions  and address issues based on analysis of available information

I recognise the importance level of a decision, and ask for additional advice and support when necessary

	Using Technology
	A
	I use relevant technologies to my role

	Professional Knowledge
	B
	I am independently able to perform some areas of my own professional specialism

I have sufficient knowledge of my own area to guide others

	Understanding Regulatory Requirements
	B
	I understand Bexley policy and procedures, and relevant external regulations


Applicants will be assessed against these criteria and high performance indicators throughout the recruitment process

