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JOB TITLE:	Housing Allocations and Sustainment Trainee
POST NO:	SH060
GRADE:	Local Grade 4 (£28,142 - £31,537)
	

What is the role?

This is a newly created trainee role within our Housing Allocations and Sustainment team supporting in the Council’s activites in relation to Housing Allocations, Temporary Accommodation and Tenancy Sustainment.

You’ll be working closely with Allocations Officers, Tenancy Support Officers, our Private Sector Temporary Accommodation Officer, and the wider Housing and Homelessness teams to ensure that customers are properly assessed and supported through a Housing Pathway to long-term settled accomodation.

You will learn and gradually take responsibility for a range of frontline housing tasks, including helping to manage the Councils’ Housing Waiting List in the allocation of social housing, assisting with temporary accommodation processes, contributing to tenancy sustainment work, and supporting customers with a wide variety of housing-related needs.

This entry‑level role is ideal for someone passionate about Housing and making a real different within our Fareham communities, eager to gain hands‑on experience, and committed to supporting vulnerable residents.

You will be trained to: 

· Process and verifying applications to the Housing Register in line with the Council’s Allocations Policy and legal duties. 
· Determine applicant eligibility, priority, and suitability for vacancies.
· Help prepare nomination information for Registered Providers and liaising with them to ensure timely lettings. 
· Working with Building Services (Voids), Tenancy Services, Housing Options and the Temporary Accommodation teams to support timely allocations and a positive customer experience. 
· Maintain property records, compliance documents, inventories, and condition reports.
· Help liaise with landlords, letting agents, contractors, and other stakeholders.
· Support financial reconciliation tasks, including basic debt monitoring and verifying rent‑related information. 
· Identify customers who require early or ongoing tenancy support.
· Gather information, complete basic support needs assessments, and signpost to internal and external services.
· Support customers moving into Council or temporary accommodation to ensure smooth transitions and understanding of tenancy responsibilities
· Promote a customer‑focused approach and help implement good practice case management. 
· Support work related to refugee resettlement and co‑located services such as Stop Domestic Abuse and Southern Health. 
· Respond to customer enquiries and correspondence in a professional and timely manner. 


Other requirements:
You must comply with and promote the Council’s values, standards, aims, policies, and procedures.

You must maintain confidentiality, deliver excellent customer service, and present a professional image at all times.

Who is the person? It is important to us that you have:  

· An organised and methodical approach to your work with good attention to detail. 
· Strong communication skills and the ability to work with a wide range of customers and partners..
· The ability to remain calm, tactful, and diplomatic when dealing with sensitive or challenging situations. 
· Good ICT skills and an interest in learning housing systems and data management.
· A willingness to work as part of a supportive team and contribute to the wider service. 
· A customer‑orientated approach and genuine desire to support vulnerable residents. 
· Experience in a customer‑facing role.
· Some understanding of housing need or homelessness issues (not essential – training provided).
· An understanding of affordability issues for customers on benefits
· The ability to communicate effectively with colleagues, householders and elected Members. Team work is vital to this role.  
· The ability to organise and manage your own priorities and workload. 
· A full driving licence to travel to property and customer visits





Last Updated:.  April 2026 

Our policy is to make adaptations for those who have substantial and long term disabilities.  If you need an adaptation to carry out any of the above please let us know.
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