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	Job Title 
	Tenancy Enforcement Officer

	Team
	Private Sector Housing & Public Health Team
	Grade
	Scale 10

	Reports to
	Principal Environmental Health Officer

	Date
	April 2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To assist the Private Sector Housing and Public Health Team in protecting and improving our community’s health and environment.

To take the lead in respect of safeguarding the rights of prospective and existing tenants in the private rented sector, primarily in their rights of occupation.




Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To give tenancy and housing law advice to tenants, landlords, letting agents, property managers, colleagues, partner agencies, and others; in particular, advice relating to the Renters’ Rights Act 2025, the Housing Act 1988, the Landlord and Tenant Act 1985, and the Protection from Eviction Act 1977.

	2.
	To work collaboratively with the Housing Options Team to deliver a joined-up response to tenancy-related concerns and allegations.

	3.
	To investigate complaints and referrals that relate to alleged tenancy and housing law breaches and offences in accordance, including, where necessary, the undertaking of investigatory visits to residential and other premises.

	4.
	To create procedures for dealing with tenancy related matters, including enforcement action as appropriate.

	5.
	To respond proactively to live situations in an attempt to prevent harassment, unlawful evictions and other tenancy-related breaches and offences.

	6.
	To keep precise notes and accurate computerised records of all work undertaken in accordance with departmental procedures.

	7.
	Ensure effective use and development of the team’s IT system to maintain up to date case records, produce reports and provide appropriate data for Government returns.

	8.
	To ensure the Protection from Eviction Act 1977 and Protection from Harassment Act 1997 is effectively enforced in relation to unlawful evictions and harassment.

	9.
	To ensure the provisions contained in the Housing Act 1988, in particular those introduced by the Renters’ Rights Act 2025, are effectively enforced. These concern a wide range of tenancy-related restrictions and provisions that follow the abolition of no-fault (section 21) evictions and other tenancy matters.

	10.
	To provide witness statements, and to assist victims and other witnesses in giving witness statements.

	11.
	To interview suspects under caution, in accordance with the Police and Criminal Evidence Act 1984 and internal departmental procedures.

	12.
	To recommend initiating prosecutions and imposing civil penalties once it has been established that both the evidential and the public interest tests have been met. 


	13.
	To represent the council at external meetings, events and forums which relate to tenancy and housing law.

	14.
	To prepare case files for civil penalties, and draft associated notices, such as Notices of Intent and Final Notices.

	15.
	To prepare cases for prosecution in both the Magistrates’ and Crown Courts. To represent the Council as a witness in court.

	16.
	To prepare cases for appeal at the First-tier Tribunal and other courts, including the preparation of statements of case and appeal bundles. To represent the council as a witness at tribunals. 

	17.
	To assist in responding to freedom of information, subject access and environmental information requests, in accordance with corporate procedures

	18.
	To provide and keep up to date the council’s webpages in relation to tenancy related matters.

	19.
	To maintain specialist and up to date interest and knowledge in all technical and legal elements to the work area and the fulfilment of a personal CPD programme.


	20.
	Build and maintain relationships with external organisations, including legal advisors, housing charities and local support groups.


	21. 
	To monitor the government’s landlord database to ensure local landlords are registered correctly and certificates submitted are in date,

	22.
	Take enforcement action where landlords are found to not be registered on the landlord database.

	23.
	Educate and inform landlords of their responsibilities to register on the landlord database.

	24.
	To monitor the government directed landlord ombudsman scheme (s) to ensure that landlords are registered with one the schemes.

	25.
	Take enforcement action where landlords are found to not be registered with a landlord ombudsman.

	26.
	To carry out investigations into defective housing conditions and produce reports of conditions found, write letters, serve enforcement notices and initiate legal action as appropriate, in line with the Housing Act 2004 and associated housing legislation.


	27.
	To carry out housing surveys as required, using the Housing Health and Safety Rating System.


	28.
	To advise and liaise with landlords/owners and tenants on the appropriate standards of housing and private sector housing management.



Additional information (not contractual)
	1.
	Service delivery;

The postholder is expected to contribute to the improvement of service delivery standards.




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	A Level 4 or above qualification in a relevant subject area, such as housing, regulatory compliance, law of environmental health
Note: A level 4 qualification is a specialised higher education level equivalent to a 1st year of a bachelor’s degree, a Higher National Certificate (HNC) or a Level 4 NVQ.
	X
	

	Experience

	Relevant experience in the field of private sector housing, in particular experience of dealing with residential tenancies and licences.
	X
	

	Experience of dealing with difficult situations and conflict management.
	X
	

	Experience of drafting formal documents and statutory notices.
	X
	

	Experience in undertaking investigations and determining appropriate follow up actions, including cases leading to instigation of legal proceedings
	X
	

	Experience of Partnership working
	
	X

	Knowledge

	Knowledge of legislation, guidance and case law relating to residential tenancies and licences
	X
	

	Knowledge of legislation, guidance and case law relating to private sector housing more generally.
	X
	

	Knowledge of criminal investigations and procedures
	X
	

	Competent in the use of the Housing Health and Safety Rating System
	X
	

	Behaviours

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances, and identifying solutions
	X
	

	Consistency: Maintains standards, behaviours and fair decision making at work, correlating actions to opinions.
	X
	

	Innovative: Uses initiative, contributes to and implements new progressive processes or projects that will improve service delivery.
	X
	

	Competencies

	Collaborative Working: Pulls the team together, can work in collaboration internally/externally to achieve an end result
	X
	

	Communication (written/oral): Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels.
	X
	

	Critical Thinking; Able to consider different perspectives, and Council needs and procedures in balance when making decisions and solving problems.
	X
	

	Decision making; Encourages and coaches staff to make decisions in order to meet customer service delivery expectations
	X
	

	Industry knowledge; Actively seeks out best practice and CPD to understand current issues related to the department, sector and profession to make informed decisions.
	X
	

	Initiative; Is resourceful and able to work and make decisions with limited supervision.
	X
	

	Organisational skills; Understands work of the wider team and feeds into supporting this alongside own work, making the best use of available resources.
	X
	

	Problem solving; Able to identify internal/external issues and implement to support objectives.
	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	X
	

	Does this role require a driver’s licence and access to a vehicle?
	X
	

	Does this role attract an essential car user allowance?
	X
	

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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