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Post Title: Rightsize Housing Officer
Grade: NCC F

To promote the Council’s vision, values, aims, objectives, and priorities actively and
effectively, putting our citizens first through the delivery of best value services.

To work within the Rightsize Team to proactively identify and support Nottingham City
Council Housing Services (NCCHS) tenants who are under-occupied or overcrowded
within their homes to move to a smaller or larger property. To help match tenants to new
homes, support with the move process and, where necessary, provide financial support
with the process of moving.

Individual Leadership Expectations

As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

Individual Leadership: by putting our citizens and customers first, delivering
against your objectives, helping to set direction, and putting forward ideas for
improvements.

e Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC
citizens in our work, show respect for others, upholding and adhering to the
Council’'s Code of Conduct.

e Change & Innovation: by being creative, delivering change when needed, sharing
problems, and helping to bring forward suggestions for improvements.

e Collaboration: by working well with others, identifying the needs of colleagues and
others to deliver great services and by being a good communicator who works well
with a range of audiences.

Specific Duties

1. Actively promote and embed Equality, Diversity, and Inclusion through all actions
and in accordance with the organisation’s EDI strategy and objectives.

2. Contribute to our corporate responsibility in relation to climate change by taking
action and limiting the carbon impact of activities within your role and
championing this work.

3. Identify Nottingham City Council Housing Services tenants who are under-
occupying or overcrowded and make proactive contact to discuss options to
downsize or move to larger homes.

4. Promotion of the Rightsize service to encourage NCCHS tenants to downsize,
including developing and maintaining effective liaison and partnership working
with internal and external departments and organisations.
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5. Encouragement and support of other ‘rightsize’ options including Mutual
Exchange.

6. Support with the completion and assessment of housing applications to join
Nottingham HomeLink including assessments for rehousing in relation to
accommodation suitable on medical/mobility grounds.

7. Support with bidding on available properties within the weekly HomeLink Advert
and allocating properties to applicants within the Rightsize programme.

8. ldentify where a direct offer for alternate accommodation may be appropriate,
submitting the required reports for approval.

9. Support with the move, including organising removals where appropriate, and
carrying out the sign up to the new tenancy and termination of the previous
tenancy.

10. Ensure continuation of Universal Credit housing costs or Housing Benefit where
customers transfer to new accommodation. Manage rent arrears and recharges,
and adjust any incentive payments accordingly, taking into account any
additional costs that may have been incurred such as the purchase of carpets via
the companies approved contractors.

11.Carry out visual checks of NCCHS properties, flagging to other NCCHS
departments as appropriate (including any safeguarding issues, unauthorised
alterations, non-standard fittings or suspected tenancy fraud).

12.Be proactive in the identification of vulnerable people who may need extra
support to access and fully benefit from the services provided by NCCHS and to
provide extra assistance according to individual needs.

13.Undertake all associated administrative duties including generation and
answering correspondence and telephone calls, inputting and accessing
computerised information and maintaining accurate and concise manual records.

14.Monthly monitoring and reporting of outcomes, including customer satisfaction
and budget spend.

Numbers and grades of any staff supervised by the post holder:
None

All staff are expected to abide by the obligations set out in the Information Security Policy,
IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council
standards in relation to the creation, management, storage and transmission of information.
Information must be treated in confidence and only be used for the purposes for which it has
been gathered and should not be shared except where authorised to do so. It must not be
used for personal gain or benefit, nor should it be passed on to third parties who might use
it in such a way All staff are expected to uphold the City Council obligations in relation to
current legislation including the Data Protection Act and Freedom of Information Act.
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This is not a complete statement of all duties and responsibilities of this post. The
post holder may be required to carry out any other duties as directed by a supervising
officer, the responsibility level of any other duties should not exceed those outlined
above.
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Produced by Head of Housing Options

Date April 2025
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AREA OF REQUIREMENT MEASUREMENT
RESPONSIBILITY
A AC D
Takes personal accountability for own development. v
Individual
Leadership Drive and motivation, ability to deliver against| v
challenging objectives.
Confidence and ability to put forward ideas for change. v
Change and
Innovation Ability to be creative, to be able to identify problems and | . v
work to create solutions.
Evidence of working successfully in partnership across
different sectors, building and maintaining good working v
Collaboration relationships.
Evidence of actively working with others to improve | v
collaboration internally and externally.
: Eq“?"'ty’ An understanding of why it's important to consider
Diversity, and Lo : o v v
: equality, diversity, and inclusion in all that we do.
Inclusion
Demonstrating personal commitment to the equality,
diversity and inclusion challenges faced by our workforce | v v
and Nottingham’s people.
Substantial experience of working within a housing | v
management environment and an ability to learn.
A working knowledge and awareness and understanding
of current housing issues and legislation, including in | v
relation to Allocations, Tenancy Management and
Technical Skills | Welfare Benefits.
and Knowledge | Experience of working with and providing support and | v
comprehensive advice and options to vulnerable people.
Excellent communication and interpersonal skills with the
ability to develop and present written or verbal | v v
information in a clear and concise manner.
Proficient in the use of all Microsoft applications (Word,
Excel, PowerPoint) and be able to prepare| v
comprehensive reports, spreadsheets and presentations
as requested.
Ability to remain calm and able to make accurate and
timely decisions whilst under pressure and to maintain | v v
control of challenging situations.
Demonstrated capacity to effectively organise and use | v
own initiative to prioritise workload to ensure that tasks
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are completed in an efficient and timely manner, with
minimum supervision.

Demonstrated firm but fair supportive approach to
managing customer services and relationships, whilst
maintaining a professional attitude and with a customer
focus on reaching resolutions.

Ability to maintain confidentiality of customer information
within data protection and other relevant legislation and
guidelines.

Qualification
requirement

NVQ Level 2/3 in Housing Management, or equivalent
gualification, or be willing to work towards a relevant
qualification.

A - Application

AC - Assessment Centre D — Documentary




