
EDEN HOUSING ASSOCIATION     
JOB DESCRIPTION 
 
JOB TITLE:   Housing Options Manager   
 
DEPARTMENT:  Operations   
 
RESPONSIBLE TO: Director of Operations  
 
RESPONSIBLE FOR: Housing Options Team 
  
JOB PURPOSE: To plan and lead on the delivery of a high 

quality, cost efficient Housing Advice & 
Homelessness service and Support services as 
per the Contracts between Eden District 
Council (EDC) and EHA. 

 
This is a specialist role that will be at the forefront of the prevention of 
homelessness, and at the cutting edge following the introduction of the 
Homeless Reduction Act 2017. 
 
JOB RESPONSIBILITIES: 
  
Corporate responsibilities 

 

 Provide a positive image of EHA and EDC to customers, stakeholders 
and other relevant outside bodies. 
 

 Forge and maintain strong and effective partnerships to assist delivery 
of the relevant EHA and EDC corporate objectives.  
 

 Provide input to the Corporate Plan and Team Plans through 
participation in Directorate and Team Meetings. 
 

 Provide appropriate ‘team’ cover in the absence of other staff as 
required; 

 
Specific Responsibilities 
 

 Ensure EHA provides an effective, professional housing advice service 
including offering a full range of advice on housing options in the 
private and public sector and ensure a comprehensive homelessness 
prevention service making full use of any available schemes and 
initiatives.  
 

 Ensure EHA provides an effective, professional homelessness service 
including assessment and investigation of homeless approaches and 
applications in line with the contract between EDC and EHA and EDC’s 
statutory duties under Housing Act 1996 Part 7 and relevant case law. 
 



 Manage the assessment of customers housing needs in accordance 
with the Homeless Reduction Act 2017. A high percentage of 
customers presenting as homeless will be vulnerable and it is essential 
to assess the customer’s needs accurately in accordance with the Care 
Act 2014, the Children’s Act 1989 and all relevant housing legislation 
 

 Monitor and review the Personalised Plan issued by staff following a 
detailed assessment with all customers following the first interview and 
to ensure this Personalised Plan is kept up to date.       

 

 Manage all activities targeted at the reduction of temporary 
accommodation expenditure through early intervention, prevention and 
relief of homelessness 
 

 Drive innovation within the service through the application of best 
practice homelessness solutions as a means of mitigating the negative 
impact of welfare reforms. 
 

 Manage the day to day delivery of the Housing Advice and 
Homelessness contract and the various Support Work contracts 
between EHA and EDC, including collation and reporting of data 
required, and ensuring compliance with performance targets and 
financial budgets. 

 

 Manage the wider Housing Options Team, including day-to-day 
supervision of Housing Advice Officers and Support Workers, leading 
and motivating them to provide a professional, high quality service that 
aspires to exceed customer expectations. 
 

 Manage and plan a budget and play a part in planning activities for 
periods of a year or more ahead. 
 

 Assist the Director of Operations in regularly reviewing performance of 
the team and assisting with training needs assessments to inform 
resource planning.   
 

 Maintain an awareness of, and implement good practice in relation to, 
lone working and personal safety. 
 

 Ensure timely and relevant management performance information is 
produced for the Housing options function, and shared with the team 
and other relevant parties. 
 

 Ensure the Service complies with all relevant statutory requirements, 
Government Guidance and Codes of Conduct, EHA and EDC policies 
and procedures, management instructions, professional and 
performance standards and good housing and homelessness 
prevention practice.  
 

 



People management 
 

 Ensure that the staff for which you are responsible are led and 
motivated to provide a high quality, high performing service which 
aspires to exceed customer expectations. 
 

 Monitor and appraise staff performance, recruit, train, coach, develop 
and manage staff to maximise performance and create a continuous 
improvement culture. 

 

 Develop and maintain health and safety assessments relevant to the 
team and work undertaken to ensure safe working practices.  
 

 Ensure that staff working in floating support and similar roles are 
appropriately supported with therapeutic supervision. 

 
General requirements 

 

 Consistently live EHA’s customer care code and corporate values. 
 

 Take responsibility for your own personal development including 
keeping abreast of emerging legislation, regulation and the external 
environment. 
 

 Provide ‘out of hours’ cover and support to staff working ‘out of hours’ 
as required.  

 
 Undertake any other duties within the spirit of this role as required by 

the Director of Operations 

 
Note: No job description can cover every issue which may arise within the 

post at various times and the post-holder is expected to carry out other 
duties from time to time which are broadly consistent with those in this 
document. 

 
 
I accept the responsibility to perform these duties to the best of my capability. 
 
 
 
 
Signed: ………………………………………… Date: …………………………. 
 
 



COMPETENCY PROFILE  
 
Housing Options Manager 
 
 
1.0 Influencing and Negotiating 
 

 Builds positive relationships with Executive Management Team, 

colleagues and partner organisations 

 Gains clear agreement and commitment from others by persuading, 

convincing and negotiating 

 Anticipates conflict and handles it constructively 

 Expresses opinions, information and key points of argument clearly 

 Maintains a positive outlook at work 

2.0 Interpersonal Skills 
 

 Adapts interpersonal style to suit different people or situations 

 Promotes teamwork and empowers, supports and thanks staff 

 Listens, consults others and communicates pro actively 

 Demonstrates integrity and is respected by others 

 Communicates clearly and fluently 

 Demonstrates an interest in and an understanding of others 

 Structures information in a way which meets the needs and 

understanding of the intended audience 

3.0 Strategic Vision 
 

 Takes account of a range of factors relevant to the department and the 

bigger picture 

 Analyses and interprets information logically 

 Makes rational judgements from the available information & analysis 

 Looks at the longer term as well as the present 

 Introduces new and creative thinking to strategic issues 

 Produces workable solutions to a range of problems 



 
4.0 Leading Change and Delivering Success 
 

 Inspires and motivates colleagues and staff to make changes which 

improve the performance of the organisation 

 Focuses on delivering clear outcomes 

 Shares expertise and knowledge with others 

 Takes responsibility for actions, projects and people    

 Takes the initiative and works under own direction 

 Provides staff with development opportunities and coaching 

5.0 Organising and Executing 
 

 Plans activities well in advance and takes account of possible changing 

circumstances 

 Identifies and organises appropriate resources 

 Sets high standards for quality and quantity 

 Monitors performance against deadlines and milestones 

 Works in a systematic, methodical and orderly way 

 Demonstrates commitment to the organisation 

 Complies with statutory obligations and company policy 

6.0 Customer Service 
 

 Acts as a role model in personal approach to customer focus 

 Takes time to establish underlying needs of customers beyond those 

initially expressed 

 Organises processes around customers taking account of complex and 

sensitive issues to meet their long term needs 

 Implements systems to record customer feedback and communicates 

ideas and information to appropriate people  

 Creates an environment where team(s) are empowered to put 

customers first 

 
 



7.0 Qualifications, Skills and Knowledge 
 

 Relevant housing qualification 

 Specialist knowledge of the 1996 Housing Act, the Homeless 

Reduction Act 2017, the Children’s Act 1989 and the Care Act 2014 

 Comprehensive knowledge and experience of applying legislation on 

lettings, homelessness, security of tenure and tenants’ rights including 

codes of guidance, case law and good practice.   

 Thorough knowledge of full range of housing options and 

homelessness prevention approaches.  

 Experience of managing staff – ideally a team delivering Housing 

Advice and/or Support Work 

 Experience of delivering therapeutic supervision 

 Appreciation of and commitment to the social housing sector 

 Good degree of computer literacy, in particular word and spreadsheet 
experience  

 

 Experience of Managing Change 
 

 Knowledge and/or experience of marketing activities 
 

 Experience of engaging key stakeholders and customers in 
communications and negotiations 
 

 Use of databases 
 

 Knowledge and/or experience of performance management systems 
 
 

8.0 Other requirements/circumstances 
 

 Current Driving Licence or access to a vehicle with the ability to travel 
independently and at any time throughout the working day 

 

 Demonstrates an appropriate level of personal resilience when dealing 

with potentially stressful situations  

 Ability to attend evening meetings 

 Ability to provide ‘out of hours’ cover and/or support to ‘out of hours’ 

staff when required 

 



PERSON SPECIFICATION – Housing Options Manager 
 
 

 
Experience and 
Knowledge 

Essential Desirable 

Experience of managing 

staff 

Specialist knowledge of 

the 1996 Housing Act, 

the Homeless Reduction 

Act 2017, the Children’s 

Act and the Care Act 

Comprehensive 

knowledge and 

experience of applying 

legislation on lettings, 

homelessness, security 

of tenure, tenants’ rights 

including codes of 

guidance, case law and 

good practice.   

Good degree of 

computer literacy, in 

particular word, 

spreadsheet and 

database experience 

Experience of Managing 
Change 
 
Knowledge and/or 
experience of marketing 
activities 

 
Experience of engaging 
key stakeholders and 
customers in 
communications and 
negotiations 
 
Knowledge and/or 
experience of 
performance 
management systems 
 
 
Appreciation of and 

commitment to the 

housing advice and 

homelessness sector 

 

Education and Training 
 

Relevant Housing 
Qualification 
 
Good degree of 
computer literacy, in 
particular word and 
spreadsheets  
 

 
 

Competencies Influencing and 
Negotiating 

Interpersonal Skills 

Strategic Vision 

Leading change and 
delivering success 

Organising and 
executing 

 



Customer Service 

Other requirements / 
circumstances 
e.g. Driving licence/Shift 
working etc 

Flexibility to attend 
evening meetings as 
part of the role 
 
Current driving licence 
and/or access to a 
vehicle and the ability to 
travel independently at 
any time on a daily 
basis 
 
Resilience in stressful 
situations 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



METHOD OF ASSESSMENT: CANDIDATE MATCH TO ROLE 
 

 Application 
Form 

Interview Document 
Check 

Experience 
and 
Knowledge 

* *  

Education 
and Training 

* * * 

 
Influencing 
and 
Negotiating 
 

* * 
 

Interpersonal 
Skills 
 

* * 
 

Strategic 
Vision 
 

* * 
 

Leading 
change and 
delivering 
success 
 

* * 
 

Organising 
and executing 
 

* *  

Customer 
Service 

* *  

Flexibility * * 
 

Driving 
licence / 
ability to 
travel 

* * * 

Resilience * *  
 

 

 


