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PERSON SPECIFICATION

Department:  TBC	                              Post No. A5207

Post: Senior Tenancy Relations Officer
Grade:     I

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Educated to degree level and/or an advanced Qualification in Housing, Law or relevant subject
	

E


	

AF/C

	EXPERIENCE

Experience of working within a housing law, tenancy relations/enforcement role, or equivalent non housing enforcement role in the public sector

Experience of preparing and issuing Civil Penalty Notices, prosecutions and representing your employer in court

Experience of managing and leading a team

Experience of identifying, collecting, collating and analysing relevant data/information from a variety of sources.


	

E



D


D

E

	

AF/I



AF/I


AF/I

AF/I

	KNOWLEDGE/SKILLS/APTITUDES

Knowledge
Up to date knowledge of housing law as it relates to the private rented sector	

Knowledge of legal processes relating to housing enforcement activity
	


E



D


	


AF/I



AF/I


	Skills 
Ability to engage with a range of stakeholders, including criminal landlords and letting agents, tenants, internal colleagues, and external agencies	
 
Excellent organisational skills and good attention to details including the ability to prepare details legal documents, and record case evidence 

Excellent verbal, written and presentation skills including the ability to prepare reports on complex issues in a clear concise style.

Excellent interpersonal and conflict resolution skills and well developed customer care skills

Excellent time management skills along with the ability to manage workloads

Excellent ICT skills, numerical and analytical skills 
 

Effective negotiation and influencing skills
	
E



E



E


E


E

E


E
	
AF/I



AF/I




AF/I/P

AF/I


AF/I

AF/I


AF/I


	Aptitudes
Good people skills and the ability to form productive relationships.  

Flexible approach to work, and effective time management

Willingness to work on own initiative, and take responsibility for managing workload

Ability to work as part of a team, to work across other teams and ability to work unsupervised


	
E

E

E


E
	
AF/I

AF/I

AF/I


AF/I


	SPECIAL REQUIREMENTS

Willingness to work outside of normal working hours	
	

D

	

AF/I




	Prepared by: Lee Payne
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: March 2025
	T
	= Test

	
	P
	= Presentation
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