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Hastings Borough Council 
Job Description 
 

Job Title 
Housing Options Officer  
 

Directorate 
Housing and Built Environment 
 

Grade 
Hay Grade 8-7 
 

Reports to  
Reports to Senior Options Practitioner 
 

Location 
Aquila House, Hastings 
 

Purpose of the Job 
To provide appropriate advice and assistance to prevent homelessness in the Borough by 
assisting clients to retain present accommodation, and to ensure access to a range of 
housing options are made available for those that are in housing need. 
Undertake home visits, if required, to clients making relevant enquiries and accurately 
recording casework information. 
To ensure that clients are provided with effective professional advice and assistance 
tailored to suit their individual needs. 
To ensure the service provided meets the statutory obligations of the authority. 
 

Main Responsibilities 
� To provide appropriate housing advice and assistance in line with current legislation and 

Council policies to assist anyone with an existing accommodation problem and/or 
looking for another home. 

 
� To identify clients with more serious housing issues and conduct comprehensive 

enquiries into each case, working with the client to achieve prevention of homelessness 
through a range of options. 

 
� To actively listen to clients and construct accurate notes and reports to provide 

comprehensive information to record every client visit or contact, undertaking enquiries 
to resolve the case where appropriate. 

 
� To take homelessness applications where appropriate and conduct relevant enquiries 

as soon as reasonably practicable to assess the client’s homelessness status. 
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� To maintain casework and other records and files in line with the performance 

requirements of the service, and at all times to ensure that clients are kept informed and 
clear records maintained. 

 
� To assist in the continuous improvement and development of a holistic housing options 

service by actively participating in team meetings and personal supervision. 
 
� To prepare personal performance weekly and monthly figures to reflect the work of the 

department and to provide these records to the Senior Options practitioner as required. 
 
� To work collectively with a Senior Options Practitioner and other colleagues to ensure 

that appropriate service cover is provided at all times, and to continuously promote and 
develop the highest customer care standards.  

 
� To assist in the achievement of central government performance indicators and agreed 

internal delivery targets in accordance with the Council’s corporate objectives and 
priorities. 

 
� To undertake close liaison and negotiation with all housing providers to develop longer-

term relationships that will assist in securing an alternative accommodation bank and 
continued prevention of homelessness. 

 
� To maintain an up to date comprehensive knowledge of housing legislation and 

guidance, and ensure that any changes necessary are and quickly introduced into daily 
working practices as directed by the Senior Options Practitioner. 

 
� To provide support to colleagues and share any specific specialist knowledge, (for 

example around homelessness, landlord and tenant legislation, disrepair etc.) with other 
members of the team to enable the provision of a comprehensive seamless service for 
clients and assisting in the personal development of other members of the team.  

 
� To consult with customers and other stakeholders as required by the Senior Options 

Practitioner. 
 
� Participate in an annual performance appraisal based on agreed objectives that are 

linked to the Council’s corporate objectives and priorities. 
 
� Ensure that all duties and services provided are in accordance with the Council’s 

Equalities and Diversity policies and procedures. 
 
� To comply with individual responsibilities, in accordance with work role for health and 

safety in the workplace 
 
� Undertake such other duties and tasks appropriate to the grade and character of work 

such as changes in information systems and new technology as may reasonably 
required.  Therefore, the above list of key result areas in this job description should not 
be regarded as exclusive or exhaustive. 

The key result areas to this post are set out in this job description.  It should be noted that 
the Council reserves the right to update the job description from time to time to reflect 
changes in or to the post after consultation about any proposed changes.  Significant 
permanent changes in duties and responsibilities will require revisions to be made to this 
job description.  
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Hastings Borough Council 
Person Specification 
 

Job Title 
Housing Options Officer 
 

Directorate 
Housing and Built Environment 
 

Essential Requirements 

Experience 
1. At least two years experience of working in a housing related support role delivering 

advice and assistance. 
2. Experience of and a commitment to work within a comprehensive and inclusive 

equalities framework. 

Knowledge 
3. Knowledge and understanding of the causes of homelessness 
4. Knowledge and understanding of tenancy law and housing legislation 

Personal Aptitude and Skills 
5. Excellent communication skills, written and verbal. 
6. Ability to make comprehensive notes and compile informative reports to work cases 

through to conclusion providing a clear audit trail of activities throughout. Ability to 
remain calm under pressure. 

7. Good IT skills and ability to Microsoft Office packages. 
8. Satisfactory attendance record (normally less than 5 days absence in a year but taking 

into account individual circumstances). 

Behavioural Approach 
9. A flexible approach and an ability to work in a multi-disciplined team juggling priorities to 

match needs. 
 
Further behavioural information can be found in our Management or Staff Competency 
Framework which is included in this pack. Interviews will include competence based 
questions and our managers are appraised against the framework as part of our 
performance management process. 

Circumstances 
10. Ability to travel throughout the Borough. 
 
 
The above qualities will be assessed in the first instance on the application form and 
again at the interview stage if selected. 
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Desirable Requirements 

Qualification 
Evidence of commitment to continuing personal professional development. 


