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Job Description 
Date
Date: February 2025
Job Title

[bookmark: _Hlk98156644]Landlord Liaison Officer 
Grade
Grade 8
Reports to
Homes Manager 
Purpose of the Job
        
To increase the supply of affordable housing by identifying, negotiating, and progressing the acquisition of suitable properties for use as permanent affordable housing solutions for those at risk of or experiencing homelessness.

The postholder will work closely with landlords, agents, developers, and internal teams to ensure acquisitions are value for money, meet statutory housing standards, and align with the council’s strategic housing goals.
        
Key result areas
To act as the primary point of contact for property owners, letting agents and developers interested in  working in partnership with the council, to maximise the supply of suitable homes to residents in housing need.
To promote the council’s landlord incentive programme, leasing and property management services to property owners, letting agents, and potential tenants.
Co-ordinate and attend regular landlord’s forums and steering groups.
Undertake property inspections and tenancy reviews with landlords if required and insure that any properties taken on meet compliance standards and are free from category 1 and category 2 hazards in accordance with the Housing Health and Safety Rating System (HHSRS)
Work closely with the Housing Options Team, Support Services, DWP, and Revenues and Benefits team to ensure all prospective tenancies are sustainable and risk assessed.
Maintain up to date knowledge of relevant private rented sector and housing legislation, especially the proposed Renters Rights Bill.
Provide excellent customer service to all customers, and be helpful, approachable, and responsive.
Refer and sign-post landlords and clients to relevant services for additional assistance and support.


Standard Result Areas

Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
To comply with individual responsibilities, in accordance with work role for health and safety in the workplace
Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably required.  Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes.  Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.


Person Specification

Job Title
Landlord Liaison Officer 
Essential Requirements
Qualification
GCSE (or equivalent) English and Maths grade C/4 or above
Experience
1. Experience of working in a housing related field e.g. letting agent, social landlord, support service, local authority.
1. Previous experience in negotiating with, and supporting, private sector landlords or letting agents and developing working relationships.
1. Experience of multi-agency working.
Knowledge

A sound understanding of the local housing market and barriers people face in accessing private rented accommodation.
A sound understanding of the potential reasons why a landlord or letting agent would be cautious about working with the council and devise initiatives and services to address those concerns. 
A working knowledge of relevant housing legislation
A good understanding of the principals of the Health and Safety Rating System (HHSRS)
A good understanding of welfare benefits
Personal Aptitude and Skills
Ability to balance the needs of tenants and landlords 
Excellent verbal and written communication skills, ability to listen to understand and develop a person and services needs and requirements.
Develop and maintain relationships with internal and external stakeholders as appropriate.
Good negotiation and influencing skills.
Good IT skills with experience of using Microsoft packages.
Ability to write reports, contribute to meetings, and deliver presentations.
Behavioural Approach
An empathy and understanding of the causes of homelessness and the pressures created by facing homelessness 
Ability to take ownership of tasks and work on own initiative.
Ability to work in an environment with competing priorities and pressures both external and internal in an independent manner, to be always self-motivated and proactive.
Demonstrate accuracy and attention to detail.
Seek to deliver high standards for self, team, and council, generating high levels of customer satisfaction.
Actively contributes to team working, sharing information, builds productive, positive relationships.
Political awareness in dealing with internal and external contacts.
Integrity to keep confidential information confidential and handle in a sensitive manner.
Ability to anticipate problem areas and ensure smooth running of the service area.
Satisfactory attendance record (normally less than 5 days absence in a year) but considering individual circumstances.


Circumstances
Able to attend evening and weekend meetings and events as required.
The role involves lone working with vulnerable people so a satisfactory enhanced disclosure from the Disclosure and Barring Service (DBS) is required.
Able to attend meetings in other parts of the county or further afield.

Desirable Requirements
Experience
Experience of successfully promoting services. 
Knowledge
In depth knowledge of local services, especially landlords and letting agencies.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Interviews will include competence-based questions and officers are appraised against the framework as part of the performance management process.
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