
 

 

POSITION DESCRIPTION 

Role title:  Housing Officer  

Program: Housing – H2H Program 

Employment 
Agreement: 

Social, Community, Home Care & Disability Services Industry Award 2010 

Classification 
level/salary range: 

As per the Social, Community Homecare & Disability Services Industry Award 2010 
SCSE Level 4 
Plus superannuation 
Plus excellent tax-free salary packaging options available 

Hours of Work: Full-time/Part-time opportunities 

Tenure: Fixed Term (2 years) 

Location: Bendigo & Geelong opportunities 

Reports To: Housing Program Coordinator – South/North 

Organisational Environment 

OUR CREDO 
Our Purpose guides our existence. 

Our Strategy and Business Plans set out our targets and tactics to get there. 

Our Values remind us of what is non-negotiable in our behaviours and approach. 

Our Credo sets out the ‘why’ and ‘how’ of what we do. It defines our identity: 

Our Credo defines our conscious, collective, collaborative, constant culture 
Our Credo speaks to us now and into the future 

Our Credo is not just what we do, it’s how we do it 
Our Credo identifies our why and why not 

Our Credo identifies what makes us unique 
Our Credo differentiates us from a myriad of service providers and types 
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Haven; Home, Safe is the leading provider of integrated homelessness and housing services and Victoria’s 
first registered affordable housing association.  Haven; Home, Safe is a dynamic and rapidly growing 
organisation and the only fully integrated agency in Australia to provide both homelessness services and 
affordable housing. We are a Charity with DGR status, committed to the communities in which we operate. 
 
We have a reputation for excellence and provide a range of innovative support programs and property and 
tenancy management solutions to some of the more vulnerable people across much of the state. Our 
current portfolio of 2000 properties house over 5000 people. 

Position Context and Objectives 

Position Context 

Haven; Home, Safe and Mind Australia Limited have formed a consortium to assist people experiencing 
homelessness to transition from temporary hotel accommodation into housing as part of the Victorian 
Government’s From Homelessness to a Home (H2H) program.  
 
The Homeless to a Home (H2H) initiative is an opportunity to make a significant, lasting impact on 
homelessness and rough sleeping in Victoria. This investment will provide affordable housing and support 
to vulnerable people whilst also promoting their health and wellbeing and prevent a return to rough 
sleeping.  
 
They will work in partnership with a range of specialist agencies across the Barwon and Loddon Mallee 
regions to provide a tailored and multidisciplinary approach to support clients to access properties in the 
private rental market and access to mental health, drug and alcohol, and family violence services based 
on the needs of individuals.  

 

Objectives 

Following Housing First principles, the primary aim is to house people as quickly as possible to prevent 
further harm from sleeping rough or living in emergency accommodation.   

 

Targeted and tailored and intensive support packages are delivered through an integrated and multi-
disciplinary approach to support clients in their transition from emergency accommodation into medium 
term housing and beyond, consistent with need. 
 
Services delivered under this program will be delivered in a culturally appropriate way and in partnership 
with local Aboriginal services.  The Victorian Aboriginal Housing and Homelessness Framework – Mana-na-
Woorn-tyeen Marr-takeout – sets out an approach to ensuring all Aboriginal Victorians have safe, secure, 
and stable housing. 
 

The position will also ensure that service delivery practices are consistent with Haven; Home, Safe credo, 

purpose and values. 

Responsibilities and Duties 

• Provide property and rental management functions for a variety of HHS managed housing stock 
including private and public leased, and HHS owned.  

• Rental management in line with the aims and intents of program guidelines.  



 

Reviewed Feb 2021 

 

• Rental management duties include rental sign up, rent calculation collection and monitoring, 
maintenance reporting and asset management, and customer service. 

• Prepare for and represent HHS at VCAT’s Residential Tenancy List hearings, to make application for 
various orders/warrants etc. as required and authorized by policy guidelines (NB: training will be 
provided). 

• Manage a portfolio of sublet properties which includes liaison with primary letting with real estate 
agents and the Department of Families, Fairness and Housing (DFFH). 

• Determining and managing eligibility, allocation, and termination of housing assistance in accordance 
with the Residential Tenancies Act and HHS policy and procedures 

• Proactively manage neighbour issues, including community engagement activities where appropriate.  

• Setting and meeting relevant housing service standards and legislative requirements. 

• Supporting Client and renter engagement. 

• Facilitating access to Support Services for renters and household members requiring further 
assistance and for those with complex needs. 

• Managing and addressing complaints and appeals in accordance with HHS policy and procedure 
relating to the provision of housing services; and 

• Striving to maintain Client satisfaction with the overall quality of HHS housing provision and service. 

• Provide a high standard professional service which is accessible, relevant, and responsive to the needs 
of service users and adheres to organizational values, policy and program guidelines. 

• Ensure accurate, confidential, and meaningful records for Housing clients are appropriately kept within 
relevant data systems. 

• Collect, analyse and interpret data, providing reporting when required. 

• Develop and maintain appropriate linkages with other relevant services and organisations and 
undertake work in collaboration with other agency staff when required. 

• Develop and work to a continuous skills development program, including organizational training 
opportunities and methodologies that promote personal resilience, self-management and workplace 
emotional intelligence. 

• Attend all meetings, seminars, forums and training as required. 

• Meet documented KPI’s as identified through team and organisational plans. 

• Undertake other duties, functions and responsibilities as directed by HHS. 

Delegations, authority levels and decision making  

This position reports to the Program Coordinator Housing – South/North 

 

Key Selection Criteria 

Qualifications and Experience  

• Experience within the real estate and/or social housing sector undertaking tenancy or property 

management.   

• A relevant tertiary qualification is highly desirable, as is considerable experience working in the 

community Services Sector. 

• A current Real Estate Agents license will be considered favorably. 
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• You are encouraged to apply if you feel you possess demonstrated transferable skills to be effective 

in the role and a willingness to undertake industry specific training. 

Knowledge and Skills 

• Well-developed interpersonal and negotiation skills, including demonstrated conflict 

management skills as well as sensitivity and empathy to individual and cultural needs of 

customers. 

• Excellent communication skills (i.e., written, verbal, non-verbal) and an understanding of the 

behaviors of people who are undergoing significant personal pressures due to housing stress and 

the range of attributes that are/can be part of that.  

• Ability to work effectively in a multi-skilled team environment to deliver quality customer service. 

• Ability to work with limited direction and accept a high level of personal responsibility for 

completing tasks.  

• Ability to work within relevant program and legislative constraints, budgetary constraints, and an 

appreciation of the relative prioritisation of needs in supply constrained environments. 

• Some knowledge, understanding and empathy of the structural constructs of poverty and 

homelessness. 

Personal Qualities 

• Display positive personal qualities that demonstrate HHS values, HHS Code of Conduct 

and reflect the Credo. 

• Exemplify personal drive, display resilience and demonstrate professionalism. 

 

Inherent Requirements of the Position 

• Successful appointment of this position will be subject to: 

▪ Taking part in recruitment testing as part of the selection process 

▪ Pre-employment medical disclosure form prior to commencement 

▪ Undergo a Police Check and Working with Children Check prior to commencement 

▪ All Haven; Home, Safe staff must hold a current Victorian Driver’s License at all times. 

• A commitment to and respect for Haven; Home, Safe’s Credo, Values and Behaviours is expected. 

• All Haven; Home, Safe staff must take responsibility for a safe and healthy work environment and have 

a commitment to equal employment opportunity, cultural safety and a workplace free from 

discrimination and harassment. 

▪ Comply with instructions given for their own safety and health and that of others, in adhering 

to safe work procedures. 

▪ Co-operate with management in its fulfilment of its legislative obligations. 

▪ Participate in the development of a safe and healthy workplace. 

▪ Take reasonable care to ensure their own safety and health and that of others, and to abide 

by their duty of care provided for in the legislation. 

▪ To report any injury, hazard or illness immediately, to their supervisor. 

▪ Not place others at risk by any act or omission. 

▪ Not willfully or recklessly interfere with safety equipment. 
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▪ Be informed of and compliant with COVID safe measures implemented by HHS, expected 

requirements will vary from time to time depending on public health directions. All HHS staff 

are expected to inform themselves of requirements by attending scheduled meetings and 

keeping up to date with management advice as it becomes available.  Attendance at team 

toolbox meetings is mandatory and all key information is available for staff on Home Base. 

• Contribute to a culturally safe workplace and services environment for staff, clients and volunteers. 

• A sound knowledge of Office 356, cloud and mobile programs and appropriate internet bandwidth to 

be able to work from home (should this be required). 

• All Haven; Home, Safe staff must participate in training, supervision and appraisal activities. 

• This position may require occasional travel to other HHS offices.  

• All Haven; Home, Safe staff are required to perform the Concierge function (on a rostered system). 

 

Approval of Position Description 

General Manager 
 
Name: Rachel Gellatly, Executive Director Housing North                          Date:  February 2021 
 

 
Executive Director 
 
Name: Trudi Ray, Deputy CEO/COO                                               Date:  February 2021 
 

 

To be signed upon appointment 
Employee 
 
Name:    Signature:    Date: February 2021 

 

Application Information 

To be considered for shortlisting and an interview application must include the following: 

• Cover Letter 

• A statement which describes your suitability against each of the key selection criteria detailed in the 
Position Description. 

• A resume containing your contact details, summary of work experience, details of qualifications and 
education. 

• Referees – if required for an interview you will be required to provide details of at least three referees 
– ideally one should be from your supervisor and from your most recent employer and others a 
knowledge of your work performance. 
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Applications can be submitted via our job vacancy page on our website 
www.havenhomesafe.org.au/careers/ 
 
For any queries relating to this Position please email hr@hhs.org.au. 
 
The successful applicant will also be required to: 

• Be available as part of the interview process undertake the accredited APP – skills and abilities test and 
CPI 260 test.  

• Pre-employment Medical Disclosure – Haven; Home, Safe is committed to providing a safe work 
environment for all employees.  As part of this you will be required to provide information regarding any 
pre-existing injury or disease which could affect your ability to perform the proposed employment.  You 
will be asked to complete and sign a disclosure form prior to commencement. 

• Undergo a Police Check prior to commencement.  Your suitability of Employment will be determined by 
any outcome that may be listed on this check.  Please contact HR to complete form prior to 
commencement. 

• If your role involves child related work, then you will be required to obtain a Working with Children 
Check.  This will need to be produced prior to commencement.   

• If you do not already have a WWC Check Haven; Home, Safe will assist with the cost please contact HR 
as soon as advised of success in your application to ensure an application for WWC Check is completed 
prior to commencement. 

 

http://www.havenhomesafe.org.au/careers/

