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Job Description

Housing Access Officer, London, October 2023 – Job Pack

[bookmark: _Hlk525225177]Job title:		Housing Procurement Officer
Department:		Client Services
Reporting to:		Housing Procurement Manager
Salary:			£38,102 per annum
Hours:			35 per week
Location:	London
Contract type:	Permanent 

Aim and influence
Delivery of a pan-London property procurement service working across the private and social rented sector
Engage both private and social landlords by promoting and offering an attractive offer, increasing access to their homes for Crisis members, including as part of a Housing First service 
In conjunction with Client Services and Best Practice colleagues, inform and shape best practice in securing affordable, sustainable homes for our members, and support its adoption across Crisis.
Financial and supervisory responsibility
Supervision of volunteers    
Maintain accurate records of expenditure compliant with Crisis’ financial procedures and any delegated budgets 
Other key details
Up to two days working from home may be considered in line with Crisis’ homeworking policy
Requiring frequent travel across London
The role involves working with vulnerable adults and young people and so a satisfactory enhanced disclosure from the Disclosure and Barring Service is require
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Please note structure is subject to change

Job responsibilities
To work effectively within agreed processes, procedures and policies to deliver a successful procurement service 
To create successful relationships with social and private landlords to maximise the supply of suitable homes 
To liaise effectively and proactively with Crisis colleagues, ensuring referrals and allocations policies and processes are understood and implemented, to ensure the efficient delivery of the service
To work alongside the client facing service to identify appropriate matches of tenants and properties in self-contained and shared housing 
Work collaboratively with the Coach and other relevant staff from across the 3 London Skylights to ensure tenants receive the support the need to sustain their homes, and there is excellent communication with landlords 
Ensure that all property sourced meets all health and safety standards and legal requirements and aspire to be of the best quality available
Implement agreed marketing strategies aimed at increasing the supply of good quality private rented properties to be made available to Crisis members 
To be aware of potential risk and vulnerabilities posed by and to tenants and address them accordingly when identifying potential properties with support from other Crisis staff
Ensure that Crisis members have as much choice and control over their accommodation options as is feasible within the housing market
Support Crisis members’ involvement in the service, including proactively seeking their feedback and supporting volunteering opportunities
To provide quantitative and qualitative information to inform our approach and identify opportunities and initiatives to improve access to housing for Crisis members
General responsibilities
Actively encourage and support member involvement within Crisis
Develop an understanding of homelessness and Crisis’ aims
Follow Crisis policies and procedures, including health and safety and safeguarding
Carry out other reasonable duties that may be required

Person Specification
Essential
Excellent understanding of the London rental housing market
Understanding of the barriers and opportunities faced by people moving out of homelessness and into housing 
Understanding of the needs of both social and private landlords and their tenants and the ability to engage all parties to resolve perceived differences.
Experience of sourcing and procuring properties 
Experience of allocating, letting and sustaining tenancies 
Effective negotiation skills with the ability to mediate between parties who may have different priorities, and to broker agreements 
Excellent verbal communication skills with experience of making presentations and contributing in meetings
Excellent written communication skills including updating webpages, writing reports and documents such as newsletters
Ability to work as part of a team and proactively on your own initiative 
Excellent organisational skills, including keeping detailed records, including financial information
Willingness to travel within London as required
Commitment to Crisis’ purpose and values including equality and social inclusion

Supporting your application

Thank you for your interest in working for Crisis. 
Before you apply, please take a moment to read through the frequently asked questions below which are designed to support your application and help you understand our recruitment processes.
How do I apply for a job?
Most of our roles are advertised via Crisis Jobs Online, a secure recruitment portal. Once you have registered, you will be asked to provide some personal details as well as information about your work experience, education and referees who can be contacted if you are offered the role. You will also be required to complete a personal statement, demonstrating how you meet each of the points on the person specification for the job.
The person specification requires a qualification or experience that I do not have. Is it still worth me applying?
The person specification has the key knowledge, skills, experience or behaviours needed to carry out the job successfully and you will be scored based on any information you provide. If you don’t quite meet the criteria, for example if you have an understanding of something rather than experience of doing it yourself, you may still pick up points for explaining your understanding or how you might approach it. However, some of the person specification points, for example specific qualifications, are critical to the role so if you don’t meet those requirements, you are unlikely to be shortlisted. 
Can I apply by sending my CV?
Occasionally we accept CVs and a covering letter but only if this requested in the advert for the post. We don’t accept speculative applications or hold CVs on file.
What should I do if I can’t complete an online application?
If you would like to apply in a different format, for example in a Word document, because you are unable to use the online process, please contact the HR Team on 020 7426 3864/ 3814 / 3819 or by email at human.resources@crisis.org.uk. It is helpful if you provide details of your requirements or suggestions about how we might best support you to apply so that we’re able to consider alternatives.


How can I maximise my chance of being shortlisted?
It is important that you complete all sections of the online application form to ensure that the recruiting panel understand your interests, skills, behaviours, knowledge and experience. 
Shortlisting is mostly based on the information you provide in the personal statement section. When completing this, please reference each of the points listed in the job description in the order in which they appear. There will be 15 boxes, so if there are less than 15 points, you won’t need to use all the boxes.
Support your statements with specific examples that show how you meet each of the person specification points. You may wish to use the STAR approach:
S or T – Situation or task
Describe the situation or the task that you had to complete. It could be something from your previous employment or personal experience – just make sure it’s relevant. Given enough detail for the person shortlisting to understand what was involved
A – Action
Describe the action you personally took to resolve the situation or task. Explain the process/steps you took. Even if you are describing a group project, describe what you did rather than what the team did as a whole
R – Result
This is the crucial part of the answer. Explain how your actions resulted in a successful outcome. Talk about what you achieved, the benefits and what you learned.
A strong application will also be in line with the Crisis Values that you can find on our website.
Please note! If you don’t provide full responses against all the person specification points, the panel won’t be able to score your application fully and it will be unlikely there is enough information for you to be shortlisted.
How quickly will I know if I have been shortlisted?
Every recruitment campaign will be different depending on how quickly the shortlisting panel can review applications but if you have not been shortlisted, you will receive an email from us confirming that.

If I am not shortlisted, can I get feedback on my application?
Unfortunately, we are not able to offer feedback on your application if you are not shortlisted for interview.
Can I get feedback after my interview?
We appreciate that information about where you did well or less well can be useful, so if you are not successful following interview we are able to provide feedback.
Will you notify me of future vacancies?
Once you have registered via Crisis Jobs Online, you can sign up to receive notifications of new vacancies based on the criteria you select. We also recommend that you check our website regularly for details of new vacancies as well as the national and sector media where we advertise most of our roles.
I recently applied for a role and was not successful, but have seen the role re-advertised. Is it worth me applying again?
If the gap between advertising has been short, we would normally advise that candidates need not apply again, unless you have re-written and enhanced your application. Some examples might be that you have strengthened your examples using the STAR technique above or put in responses against all the person specification points where previously you hadn’t.
Crisis Jobs Online
I would like to re-apply for a vacancy but I cannot submit my application. What should I do?
If a role has been re-advertised, you will need to create a new account with a different email address to re-apply. Where the position has been re-advertised with a different reference number then you shouldn’t have any problems using your existing account.
I have registered to apply for a vacancy but now I’m unable to access my account and can’t seem to reset my password. How can I get access?
You should follow this link to reset your password and allow 15 - 20 minutes for a new password to arrive. We find that emails can go to junk or clutter folders so it's worth checking there. As Crisis Jobs Online is managed by an external provider we are unable to access the email addresses registered or provide further information on your password, but following this step should resolve the issue. 
If you did not receive a welcome email when you registered, there may have been an error in the email address that you provided. Unfortunately, there is no way to resolve this and you would need to re-register with the correct address.
I have typed my personal statement answers into the online form, but it won’t let me save them. What should I do?
There is a word limit of 400 per answer so it could be that you have exceeded the limit and that is what is preventing you from saving your work.
I filled in the personal statement section and tried to save it/submit it. However, it wouldn't do this and my information was lost. Is there any way to retrieve it?
You are encouraged to record your answers in a Word document first before copying and pasting your answers into the online application form, using the keyboard shortcuts Ctrl + C to copy and Ctrl + V to paste. The application form has a strict time out limit and so if you take longer than that limit you will lose your work and we are unfortunately not able to retrieve it.
Where can I get help?
If your query has not been answered above, you can contact the HR Team on 020 7426  3864 / 3814 / 3819 or by email at human.resources@crisis.org.uk for further information or support.



Executive Director of Client Services


Director of Operations 
(London, South and Christmas)


Director of Operations 
(Central and North)


Head of London-wide Services


Skylight Directors: 
London (Central)
Croydon
Brent
Oxford


Housing Procurement  Manager


Housing Access Officers (x2)


Head of Christmas


	
image1.jpeg
we will end
homelessness




