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ST LEGER HOMES OF DONCASTER LTD

DIRECTORATE OF Housing Services ASK   \* MERGEFORMAT 
JOB DESCRIPTION



JOB TITLE:  Home Exchange Officer 

 FILLIN   \* MERGEFORMAT 

GRADE: Scale 5 (temporary for 12 months) 

DIRECTORATE: Housing Services 

SERVICE AREA: Doncaster HomeChoice 

RESPONSIBLE TO: Doncaster HomeChoice Manager 

RESPONSIBLE FOR: N/A
JOB PURPOSE:

To promote and increase mutual exchanges to meet applicants housing need to make best use of housing stock.  You will be required to promote the scheme using a different range of media styles.  You will be expected to work with Housing Associations and other Local Authorities to increase mobility and choice.  You will need to be able to record, monitor and report on the outcomes.  You will be responsible for assisting and identifying potential Mutual Exchange matches and giving support and advice to customers through out the exchange process.




KEY DUTIES AND RESPONSIBILITIES
	1 
	To increase Mutual Exchanges to ensure best use of housing stock.

	
	

	2
	Promote the scheme using different media styles such as a mobility helpline, website, radio, newspapers in order to increase mobility.

	
	

	3
	Focus on affordability and enhanced quality of life, linking to the impact of increased living costs.

	
	

	4
	Work alongside other internal departments, partners and external agencies.

	
	

	5
	Have one to one contact with potential customers and offer support in preparing homes for advert.

	
	

	6
	Offer support to vulnerable applicants and people marginalised by no internet access or lack of IT understanding.

	
	

	7
	Review and amend the current Mutual Exchange process to increase mobility opportunities, by creating a tool to identify, manage and encourage exchanges beyond the ‘matching’ process.

	
	

	8
	To support the current IT provider to develop an enhanced IT package.

	
	

	9
	To support in the development of an effective reporting mechanism where outcomes can be easily monitored.

	
	

	10
	To help in the creation of a flexible scheme which will evolve based on lessons learnt and customer feedback.

	
	

	11
	To liaise with Local members and MP’s where appropriate.

	
	

	12
	To publicise and grown the current Mutual Exchange list.

	
	

	13
	To assist in answering complaint and enquiries within SLHD Service Standards.

	
	

	14
	To use CBL bidding patterns on void properties to identify potential Mutual Exchanges.

	
	

	15
	Ensure the whole Mutual Exchange process is a seamless end to end process.

	
	

	16
	Have an understanding of DMBC Housing Allocation Policy and future proposals of the Localism Act and how this scheme can fit into its objectives.

	
	

	17
	Identify under occupied and over crowded households on the housing register and work with them to encourage an exchange.

	
	

	18
	To demonstrate commitment to the Company’s equality and diversity policy by taking account of the needs of colleagues and service users, treating others with dignity and respect and reflecting fairness and equality in all aspects of the role.

	
	

	19
	To reflect the Company’s commitment to excellent customer service by ensuring

 high standards of customer care are maintained in all aspects of the role.

	
	

	20
	To contribute to the Company’s wider commitment to Value for Money and continuous improvement by making suggestions for efficiency savings and service improvements to the Training and Development Co-ordinator.

	
	

	21
	To work in safe manner taking account of own and other people’s health and wellbeing and acting in accordance with Health and Safety policy and procedures.  To undertake recommended Health and Safety training as required and to raise any safety concerns with the Training and Development Co-ordinator. 

	
	

	22
	To take part in the annual appraisal process and undertake any training required.

	
	

	23
	To undertake such other duties as are commensurate with the grade of the post, as may be reasonably required at the initial place of work or at other locations in the company.

	
	


OTHER DUTIES AND RESPONSIBILITIES
The post holder’s duties must be carried out in accordance with Policies and Procedures of St Leger Homes of Doncaster Ltd including, but not limited to, Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974) and other subsequent health and safety legislation. 

These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the post holder may be required to undertake other reasonably determined duties and responsibilities within the company, commensurate with the grading of the post, without changing the general character of the post.

POST TITLE:  Home Exchange Officer

	Requirements
	Essential
	Assessment

method
	Desirable
	Assessment

method

	Education and qualifications
	Level 2 NVQ Housing or Administration or 3 GCSEs (grade c or above) or an equivalent qualification. 

Willingness to undertake professional developments

	Application 
	
	Application and certificates



	Relevant experience


	Experience of working effectively with both external and internal partners
Ability to work to tight deadlines and the ability to effectively organise own workload
Ability to make decisions      
Ability to be able to provide reports on performance when needed.     

Experience of using different I.T Packages
	Application 

Application 

Application and Test

Application

Application and Test


	Experience of working in a housing environment
Experience of managing budgets
Experience of developing a new scheme 


	Application 

Application
Application 



	Skills and 

competencies


	Good verbal communication skills including the ability to answer customer enquiries clearly and concisely
IT skills including the ability to input and retrieve data and word process documents
Handles confidential information appropriately
Good written communication skills including the ability to produce clear, concise and accurate business documents.
Interpersonal skills including the ability to build relationships and respond positively to people difficult and challenging situations. 
Ability to respond positively to change
Demonstrates initiative and ability to work independently when required
Ability to support colleagues and work effectively as part of a team
Organisational skills including the ability to plan and prioritise workload to meet targets and deadlines
Ability to recognise stress in self and adopt appropriate strategies for coping with this
Evidence of commitment to providing excellent customer service 

Awareness of health and safety, equality and diversity and value for money and ability to apply this in a work setting
Have a positive and can – do attitude


	Interview 

Application and Test

Interview
Application and Test

Interview
Interview

Interview 

Interview

Interview and Test
Interview

Interview

Interview 

Interview
	Ability to use Microsoft Office 

Ability to use Abritas
	Application 

Application


	Knowledge 
	An understanding of what makes excellent customer care 

A knowledge of good practices for handling confidential data
Understanding of current housing issues
Ability to prioritise own workload
Ability to learn and adapt

	Interview 

Application and Interview 

Application and Interview
Application

Application and Interview


	An awareness of St Leger Homes and the services the organisation provides

Knowledge of the Localism Act

Knowledge of housing law, policies and practices

Experience of visiting applicants in their own home


	Interview

Application and Interview 

Application and Interview

Application


	Working arrangements
	St Leger Homes has a no smoking policy
There maybe a requirement for the post holder to work out of office hours where needed and from other offices

	Application and Interview

Application and interview
	     
	


Any offer of employment is conditional upon the following pre-employment checks being satisfied. Pre-employment checks

are carried out once a conditional offer of employment is made and do not form part of the selection process.
	 Pre-employment checks
	Method of verification

	· Must be physically able to attend work regularly and carry out the duties of the job as set out in the job description including travelling to various sites to provide support at meetings, set up or close down training rooms and manually handling training equipment . Reasonable adjustments will be made for disabled candidates.

· Must be eligible to work in the UK.

· Safer-recruitment
	Pre- employment Health Questionnaire. Discussion with the candidate where appropriate for example to explore reasonable adjustments. 

Pre-employment document checks 

References

	Candidates must provide the information required to complete the pre-employment checks within a reasonable time.  If the

candidate does not do this or if the information provided is not satisfactory to St Leger Homes of Doncaster Ltd 
the conditional offer of employment is withdrawn. 



