LONDON BOROUGH OF LEWISHAM APPRENTICESHIP SCHEME
Job Description 
	Directorate:
	Customer Services


	Section:


	Housing Needs

	Job Title:
	Trainee Housing Assistant


	Grade:


	APYR1

	Reports to:


	Housing Options Managers

	Contract Duration:
	18 months


_______________________________________________________________
Main Purpose of the job: 
The main purpose of the job is to undertake a range of management support duties, in order to provide a coordinated, flexible and effective Housing Needs service.  The specific support required will depend on the functions of the Service Units served by the post holder.

______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. To support the senior managers of Housing Needs and undertake a range of duties in the Singles and Families Housing Solutions service, and the Allocations and Lettings service.   
2. To undertake a variety of defined projects across the service, as defined by Service Managers or at the apprentice’s own initiative, to support the work of the Housing Needs group.
3. To collate, analyse and present data that will support the work of the Housing Needs Group.  

4. To work with the Housing Options managers to plan, organise and facilitate homelessness prevention workshops.
5. To undertake Personal Housing and Wellbeing Reviews, engaging with customers both over the phone and face to face.
6. To undertake a range of activities with the Rough Sleeper Co-ordinators and Navigators, including support around the housing options available to clients supported by this service. 
7. To provide administrative support to the Housing Needs Group, including word processing, filing, photocopying, equipment orders, and scanning and collating documents.

8. As directed, provide assistance to Housing Solutions Officers in the completion of the Pathways Universal Assessment and Referral Form. 
9. To undertake auditing of the various forms of temporary accommodation, ensuring that the units are in occupation and client records fully up to date.
10. To electronically prepare agendas, minutes, letters, and reports and ensure external documents produced by managers meet the team standard.

11. To respond to customer telephone queries and enquiries coming via the inboxes to the different services.

12. To assist the Homesearch Support Officer with the registration of housing applications and bidding requirements of the vulnerable client group being supported.  

13. To assist the Employment project with the facilitation of skills based workshops and jobs clubs, as well as the registration of clients on different databases.

14. To work with the Trading Places project to proactively support under-occupying tenants to downsize using the various housing options available.
15. To maintain team/service diaries and assist in allocating appointments to officers. 

16. As directed, order office equipment and stationery within the agreed budgets.

17. To ensure confidentiality is maintained in all matters relating to clients and their records.

18. To liaise with other teams in the council such as OT, HB, Council Tax, Procurement, Enforcement and so on and attend regular meetings with the managers of the Housing Needs Group and other meetings as required.
