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WARWICKSHIRE PROBATION TRUST
Job Description

Job Title:

Offender Accommodation Officer



Temporary Contract to cover maternity leave for up to one year
Salary:
Band 3   £21,391 - £27,102 pro rata
Job Location:
Warwickshire Justice Centre, Leamington Spa
Responsible to:
Partnerships Project Manager
Main Job  Purpose: 
To co-ordinate and monitor the take up of offender supported accommodation resources; provide administrative support and process statistical data in respect of accommodation resources.
Description of Duties:

1. Receive, assess and monitor applications for offender-supported accommodation from Probation Officers; advise on availability and suitability of accommodation, make onward referrals to appropriate accommodation providers 
2. Liaise with a wide range of supported accommodation providers and staff, providing feedback as appropriate.

3. Collate relevant information relating to accommodation referrals from officers and information systems particularly that which relates to risk issues in order to provide accurate and appropriate information to accommodation providers and managers
4.  Maintain a database providing information relating to vacancies, application and selection criteria and placements and the guide to central accommodation referral services (CARS)
5. Represent Warwickshire Probation Trust at local authority housing meetings e.g. district homelessness forum and other meetings as required, giving presentations to those groups as appropriate
6. Provide accommodation advice surgeries to officers and offenders at area offices
7. Act as a central point of contact for probation staff regarding information advice and guidance on offender accommodation issues.
8. Any other duties commensurate with the grade and spirit of the post.
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