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Job title: Housing Funding & Delivery Assistant
Directorate/Service/Team: Adults and Housing Service

Organisation structure 
Reporting to: Senior Housing & Funding Delivery Officer
Responsible for: No supervisory or management responsibility

Context of work

The Dorset Council Housing Service was created on the 1 April 2019 as part of the new Unitary Council and brings together 5 former district and borough housing teams into one service. 
Dorset Council is formulating a new Housing Strategy to replace out of date legacy authority housing strategies. It will include our plans to increase the supply of housing for all sections of the Dorset community, drive incremental improvements to the quality of Dorset housing; address housing needs across all localities, vulnerabilities and for all vulnerable residents. 
The Housing Service has committed to a range of transformational activities and savings to bring forward new accommodation options and associated support services for specific groups of service users.
This role will support and report directly to the Senior Housing and Funding Delivery Officer and will focus on new funding bids to internal and external sources and the delivery of successful bids relating to new housing solutions that meet the needs of identified needs or groups of service users and associated support needs in line with corporate and service objectives.
Some of the key responsibilities for this role include: 
1. Project support to submit new funding bids.

1. Project support to deliver successful funding bids.

1. To provide a wide range of administrative and project related support functions to ensure activities are compliant and delivered in a timely manner. This will include; organisation of meetings, minute taking and the development and maintenance of databases.

1. To carry out relevant research and data gathering to support the development of new bids including benchmarking activity.

1. To assist in the organisation and delivery of project events and workshops, including the delivery of presentations on the work of the project as required.

1. Working closely with partners and external agencies to ensure delivery of key elements of projects involving Council partners for example Social Landlords, Private Landlords, Town & Parish Councils and Voluntary, community and social enterprise organisations and support providers (this list is not exhaustive).

1. To work closely with internal services to ensure key elements of the project are supported e.g. engagement and contribution to the development and delivery of bespoke new accommodation developments or refurbishments.

1. To support the Senior Housing and Funding Officer by attending (where appropriate) meetings and events on behalf of the project with external organisations and existing partners to develop and promote activities in relation to the project.

1. To track actions and complete relevant project documentation such as project plans

1. To support projects initiated in relation to this work.

1. To assist with the development of reports and presentations required to demonstrate the effectiveness of projects, lessons learnt and elements which could help shape future service delivery. 


Travel requirement

Occasional travel is a factor of the post.

Other information

Please see below Essential criteria which are in addition to the Person Specification criteria:

Qualifications/ training/registrations 

1. ECDL or equivalent experience.

Skills, abilities & knowledge 

1. Ability to interpret data.

1. Ability to learn new applications.

1. Ability to communicate effectively, with the confidence to deal with a range of contacts.

Experience 

1. Previous experience of working in a large organisation or local authority.

DBS check is a requirement of the post.
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