
 
 

Job description 

Housing Advice and Prevention Officer 

Band 5 
 
This role will be based at both our Bury St Edmunds and Mildenhall 

offices. You may reasonably be required to work at any other of the 
council’s premises as required in order to meet the needs of the service. 
 

At West Suffolk Council we positively encourage agile working, with work 
being an activity we do, not a place we go. Work styles are led by 

operational and organisational need and are jointly agreed between the 
manager and employee. 

 

Purpose of job 
 

To be responsible for the effective delivery of the Council’s focus on 

preventing homelessness for households who approach the Council in 
housing need. This will involve assisting homeless households to avoid the 
experience of temporary accommodation by engaging with all necessary 

parties including landlords and other excluders to stop the loss of their 
current accommodation. When this is not possible, or appropriate, to 

present a range of housing options to resolve their housing needs 
including Part 7 applications. The post holder will have the ability to deal 
with a range of cases, including complex cases which may be subject to 

judicial review and ombudsman enquiries. The post holder will have a 
comprehensive and up-to-date knowledge of relevant legislation, policy 

and procedures on homelessness and to provide innovative advice and 
solutions when dealing with complex and difficult cases. 
 

The post holder will seek to empower households to find their own 

solution to their housing crisis, and particularly: 

• Engaging individuals/households in the borough experiencing a housing 

crisis and managing their expectations in relation to the private rented 
property market in order to make the decision for themselves/their 

family. 
 

• Linking those individuals/households with, and advocating for, the right 

assistance in existing services to address their holistic needs. 
 

• To avoid a placement in Temporary Accommodation for households 
receiving timely assistance in relation to their housing crisis. 

 

Key responsibilities and activities 
 

1. Housing Options Officers will deliver intensive, specialist support to 

homeless clients.  This will include: 
 



                                                                            

• Managing a caseload of people who are currently experiencing a 
housing crisis, and  provide a service that seeks to minimise the 

duration of that crisis; 
• Understanding the complex, multiple needs as well as strengths 

of those individuals/households; and develop trusting, non-
dependent relationships to improve their confidence and 
motivation to progress towards their next step in housing 

• Empowering individuals/households to find their own solution to 
their housing crisis, drawing on the assistance provided by the 

Housing Options team. 
• Motivating and enabling individuals to create and progress 

through individual action plans to find and sustain new housing, 

taking account of their personal circumstances; 
• Help people to understand the rented housing market, keeping 

up-to-date with Local Housing Allowance, benefit changes, and 
opportunities; 

 

2. To maintain up to date knowledge of the different housing options 
available to service users seeking accommodation and systems of 

access to housing of all types including the private rented sector. 
 

3. Deliver the Housing Needs Out of Hours Service on a rota basis as 
required. 
 

4. To interview all applicants who approach the Council in housing 
need, to determine what actions can be taken to resolve the issues 

that are threatening them with homelessness, to secure their 
occupation of their current accommodation.  If this is not possible, 
or appropriate, to explore what other options are available to them 

to prevent them from becoming homeless. 
 

5. To conduct home visits to appropriate locations as and when is 
necessary, to assist in the investigation of households 
circumstances.   

 
6. To have good understanding of the issues affecting affordability of 

housing including accurate understanding of benefits, benefit 
tapers, welfare reforms (current and proposed), and geography. 
 

7. To maintain a detailed knowledge of homelessness legislation, case 
law and government guidance concerning the Council’s statutory 

duties and maintain a working knowledge of related housing, 
property, immigration and family legislation. 

 

8. To maintain up to date knowledge of the different housing options 
available to service users seeking accommodation and systems of 

access to housing of all types including; the private rented sector, 
intermediate housing schemes, and hostels. 

 

9. To maintain accurate written and computer records, reports, & 
other monitoring information as required in connection with the 



                                                                            

various duties undertaken, and keep other records necessary to 
provide an adequate management information data base. 

 
 

10.To conduct outreach work aimed at promoting the work of the 
Housing Options Service, preventing future homelessness and 
promoting alternatives to social housing, as required. 

 
11.To organise and administer a case load, identifying priorities and 

deadlines and ensuring systematic progress is made on each case. 
 

12.To write and issue Personal Housing Plans and statutory letters, 

including S184 decision letters, letters of referral to other 
authorities where an applicant’s local connection lies elsewhere, and 

outcome letters, to advise the applicant of the outcome of their 
initial interview. 
 

13.To make all necessary referrals to relevant services or departments, 
social care services and other relevant departments, and 

investigate high need or exceptional cases.   
 

14.To deal with enquiries and correspondence from clients and their 
advocates, including solicitors and other housing providers. 
 

15.To develop and maintain a positive relationship with customers,  
other housing providers, council officers, contractors, elected 

members and other agencies to ensure high quality service 
standards are maintained. 
 

16.Safeguarding is everyone's responsibility and all employees are 
required to act in such a way that at all times safeguards the health 

and well-being of children and vulnerable adults. 
 

17.Undertake any other duties commensurate with the general level of 

responsibility of this post.  
 

 


