


	Job Title:
	Housing Officer

	Reports to:
	TMO Manager

	Responsible for:
	Generic Housing Management


	

Context

· The overall purpose of the Housing Officer role is to deliver an integrated generic housing service to tenants and leasehold customers and to work closely with colleagues and Hackney Council to achieve a sustainable community.

· To provide a proactive and customer focussed housing management service across the Wyke Estate and to ensure that the TMO fulfils its legal and contractual obligations to tenants and leaseholders.

· To act as a regular and visible presence on the estate, taking action to make sure it is safe and well maintained and provide advice, information and reports on any housing management matter.

· To ensure vulnerable residents receive appropriate support.

· To maximise income from rents and reduce arrears.


Job Purpose

To carry out generic housing management duties within the estate.

Responsibilities

1. Deliver key housing management services to a high standard, ensuring that activities are delivered on time.

2. Provide assistance, advice and information to residents on the full range of tenancy estate management services and work with colleagues and Hackney Council to ensure all contractual responsibilities are met.

3. Update management information systems and databases with, for example, rent collection, tenancy audits, estate inspections and anti-social behaviour.
4. To carry out new tenant welcome visits and tenancy reviews, ensure early intervention, including maximising income, budgeting, referring to debt support agencies, tenancy support or other professional agencies.

5. Respond to complaints, members’ enquiries and problems of service delivery which are within the post holder’s responsibility and make suggestions for improving service delivery.

6. Ensure the delivery of all services comply with relevant legislation and regulation.

7. Investigate and manage abandoned properties.

8. Conduct tenancy checks and investigate tenancy fraud.

9. To manage decants, including being the point of contact for tenant liaison.

10. Investigate and process tenancy changes e.g. succession, assignment, mutual exchange.

11. Provide specific advice and support both on areas relating to housing i.e. tenancy agreements, repairs, housing/tenancy support.

12. To carry out routine site inspections and make appropriate recommendations in relation to communal repairs, fire safety and general health and safety.

13. To identify nuisance and anti-social behaviour and in the first instance make an attempt to address the issue, referring high level anti-social behaviour to the Council’s ASB Team.

14. To investigate and manage other key breaches of tenancy e.g. sub-letting.

15. To provide reports i.e. on case work and actions.

16. To work effectively with partner agencies.

17. Identify the need for and promote tenant participation and community development.

18. Attend community meetings, forums and events, including evenings and occasionally at weekends.

19. Contribute to successful delivery of all KPIs within the Housing Management Officer remit.
20. Adhere to policies and procedures.

21. To work flexibly in undertaking the duties and responsibilities of the job, and to participate as required in multi-disciplinary and cross organisational groups and  task teams.

22. To undertake any other duties that may be required. These may be varied from time to time to meet the needs of the service.





































PERSON SPECIFICATION

Housing Officer

	It is essential that you can meet the following requirements for the role and be able to give evidence or examples of your proven experience in each of the short-listing criteria marked Application (A).

You should expect that all areas listed below will be assessed as part of the interview and assessment process, should you be shortlisted.
	Shortlisting Criteria

	Qualification
	Q1
	Educated to NQF level 3 (e.g. A Level / BTEC National Diploma, NVQ level 3) or has equivalent demonstrable experience.
	A

	Key Knowledge
	K1
	An understanding of the issues of housing, estate management, health and safety and how these impact on the well-being of residents and the responsibilities of landlords.
	A

	
	K2
	Knowledge of current legislation relevant to housing, tenancy management, safety and estate management.
	A

	
	K3
	Knowledge of how to produce clear and well-structured written work, which creates a positive impact on the recipients.
	A

	
	K4
	Knowledge of how to effectively manage own workload, prioritising effectively and consistently meeting deadlines.
	A

	Relevant Experience
	E1
	Experience of working in a high pressure Housing Management environment.
	A

	
	E2
	Experience of working in collaboration with other stakeholders and agencies to resolve issues for customers.
	A

	
	E3
	Experience of responding adaptably to evolving priorities.
	A

	
	E4
	Experience of working with customers with vulnerabilities.
	A

	
	E5
	Experience of managing a portfolio of rent accounts, maximising income and reducing rent arrears.
	A

	
	E6
	Experience of initiating legal action for tenancy breaches, writing witness statements and presenting in Court.
	A

	Special Requirements
	S1
	Ability to work evenings and occasional weekends as required by the job.
	A
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