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JOB DESCRIPTION


Department: 	TBC			

Location: 		Magdalen House	

Post No:		A5207

Team:			TBC	

Post:			Senior Tenancy Relations Officer

Grade:		Grade I


Purpose 
The Council aims to secure excellent quality homes for the people and communities of Sefton.

The Investment and Housing Services Section is responsible for the development and delivery of the Council’s Housing Strategy, Investment Programmes and Strategic Housing Services, to ensure the provision of suitable good quality homes is promoted and influenced, and the most vulnerable people are assisted in accessing opportunities.

This Role

Working as part of the Housing Standards team the aim of the post is to disrupt the activities of criminal landlords and letting agencies operating in Sefton. To work in a multi-agency setting protect the rights of private tenants under law, and play a key role in taking enforcement action and prosecutions, and seeing redress for tenants where required.

Responsible to:	Housing Standards Manager

(1) The Postholder will be responsible for:

a) Managing a small team of tenancy relations officers providing tenancy enforcement activity in the private rented sector
b) Manage, motivate and develop staff so that they are capable of meeting the required levels of competence. Provide support in the recruitment of staff, the resolution of grievances and disciplinary issues as required. Undertake training and develop assessments in accordance with best practice. 
c) Case Management and investigation of allegations of breaches of legislation by landlords in the private rented sector
d) Where delegated as Senior Tenancy Relations Officer, authorise formal legal proceedings, including enforcement and prosecutions of private landlords. Prepare and serve statutory notices and supervise the issue of statutory notices by other officers within the Team. Prepare evidence/bundles for Legal Hearings, attend Court and Tribunal hearings as required and present or defend cases.
Work with colleagues in the Council’s Legal Department to take enforcement action and bring prosecutions of private landlords that breach legislation
e) Prepare reports/costings/schedules, undertake correspondence, conduct interviews, give advice, attend meetings (including Council and other meetings as required) together with enquiries and legal proceedings associated with the work of the Team.
Prepare documentation required for enforcement and prosecution activity, and manage the process through to completion, including managing appeals and attending court as an expert witness if required;
f) Work with colleagues in the Housing Standards and Housing Options Teams, and the Police, to investigate criminal activity linked to rented properties, the systematic breach of legislation, fraud, aliases and connections between rogue landlords and letting agents involved in the letting of property.
g) Manage service requests and referrals relating to tenancy enforcement. Liaise and assist tenants affected, including providing updates and advice as required.
h) Liaison with colleagues in the Debt Recovery Team and maintain an overview of debt recovery of Civil Penalty fines issued by the Housing Standards Team, preparing regular reports on recovery action for senior management.
i) Oversee use of Help tenants obtain awards for Rent Repayment Orders (RRO), including maintaining an overview of RRO activity across the team managing cases, and providing advice to Tenancy Relations Officers, and instructing and managing RRO enforcements, liaising with legal colleagues to take action where appropriate.
j) Work alongside the Housing Options Team, using housing advocacy to prevent homelessness.
k) Participate in multi-agency enforcement actions to protect renters from illegal eviction.
l) Maintain an overview of legislative changes and good practice in the sector relating to tenancy enforcement and protection activity. The post holder will be required to provide guidance and support to Tenancy Relations Officers, and act in the role of ‘subject matter expert’ on tenancy breaches under the Renters Reform Bill within the Housing and Investment Service.
m) Manage data returns relating to enforcement activity.
n) Ensure all systems, procedures and protocols are undertaken within the principles of the Department’s management systems, the Council’s Standing Orders and corporate policies and procedures eg Equalities and Disability Discrimination.
o) To assist the Housing Standards Team Manager in the production, delivery and review of a service plan for achieving the aims and objectives of the Service.
p) Develop, manage and deliver special projects related to the work of the Team.
q) The post holder will sometimes be required to deal with stressful circumstances or clients who don’t want to engage and will need to show tact, diplomacy, tenacity and emotional resilience to resolve such cases.
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To deliver the outcomes for your role and for your team and to contribute to the delivery of Council outcomes, you will be expected to work with other teams, other corporate departments and outside agencies. Some of the critical relationships for your post include;
Internally; Legal, Debt Recovery, Housing Standards and Housing Options teams.
Externally; The Police, Merseyside Fire and Rescue, neighbouring Local Authorities, externally appointed legal representatives.

This does not represent an exhaustive list.

(1)  Special Conditions
Attendance at evening meetings of the Council’s Committees and Resident or Interest Group meetings may be a feature of this post.

A casual car user’s allowance is available. The post holder must hold a current driving licence.

(2)  General
The post holder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.
Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
Undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  


Prepared By:	L Payne
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