Job Description 

	Job Title:
	Housing Officer - Accommodation

	Service:
	Wellbeing and Housing
	Grade:
Role Profile:
	F
Team Member

	Responsible to:
	Tenancy Services Manager 
	Responsible for:
	N/A

	

	Key Objectives:

	1
	To provide a proactive and customer focused housing management service to all tenants of rented properties including ensuring that properties and schemes (including shared ownership estates) are kept well maintained. Take the lead on responding to residents needs and managing a course of action where a breach of tenancy has occurred. 

	2
	To work in partnership with support services to deliver effective supported accommodation projects, 

	3
	To ensure that income is maximized through effective rent and service charge collection

	Principal Duties and Responsibilities:

	1
	Ensure a comprehensive housing management service is provided to residents within the Housing Stock Portfolio, being the point of contact for all rental and shared ownership property concerns

	2
	Ensure residents are supported and advised accordingly, referring residents to support agencies where appropriate, to enable effective tenancy sustainment

	3
	Ensure all rents are collected dealing with any rent arrears in a proactive and timely way. Make sure residents have maximized their income entitlement 

	4
	Ensure notices and any eviction proceedings for breach of tenancy following the evictions procedures and including court action

	5
	Carry out home visits to properties to ensure properties are in a suitable condition and residents are maintaining their tenancy in accordance with their agreement

	6
	Lead on managing any reported cases of anti-social behavior including nuisance, harassment, domestic abuse, damage to property, squatters or tenancy abandonment. 

	7
	Manage the Council's temporary accommodation stock, undertaking tenancy management responsibilities, property inspections, sign-ups, and ensuring accommodation is occupied and managed effectively. Working jointly with support providers to promote tenancy sustainment and positive outcomes for residents.

	8
	Lead on the housing management aspects of shared ownership transactions, including overseeing the initial stages of shared ownership sales and staircasing applications, liaising with leaseholders, solicitors and relevant internal teams to ensure applications are progressed efficiently and in accordance with policy and legislative requirements.

	9
	Complete tenancy sign-ups and associated onboarding processes for new residents, ensuring all documentation is completed accurately, and residents understand their rights and responsibilities.

	10
	Understand and act in accordance with the Council’s safeguarding policy 

	11
	Deal sensitively with vulnerable residents, liaising with the appropriate care and support providers as necessary

	12
	Build relationships with the wider community and with elected members and any external partners to ensure any problems with schemes are proactively managed and residents are included within the local community

	13
	Visit schemes and estates regularly to carry out checks for health and safety and suitable standards of cleaning and gardening are maintained, including the involvement of residents in these visits. 

	14
	Complete accompanied viewing and sign ups of new tenants, as well as all other tenancy management functions and processes, such as successions and tenancy changes, ensuring that they are administered correctly, in accordance with Council policy and legislation

	15
	Ensure feedback from residents is collected and collated to help improve services

	16
	Undertake other duties as directed from time to time consistent with the responsibilities and grading of the post and as required by the Tenancy Services Manager.


PERSON SPECIFICATION

	
	Essential


	Desirable

	Qualifications 
	1
	A level (or equivalent) qualification. 
	1
	Appropriate Housing qualification such as CIH level 3/4.

	Experience


	2
	Experience of working with vulnerable customers with support needs. 
	2
	Experience of shared ownership leasehold management.

	
	3
	Experience of managing tenancies for people with a wide range of diverse needs.
	3
	Experience of managing supported housing projects. 

	
	4
	Experience of working in a pressured environment dealing with multiple tasks.
	4
	Experience of developing policies and procedures. 

	
	5
	Experience of resident or other stakeholder engagement.
	5
	Experience of court action for breach of tenancy.

	
	6
	Experience of housing management, tenancy sign up and tenancy management processes.
	
	

	
	7
	Experience of working effectively in partnership with multiple agencies, including support providers, statutory services, health professionals and voluntary sector organisations to achieve positive outcomes for customers.
	
	

	Knowledge


	8
	Good level of ICT skills.
	6
	Knowledge of housing management systems. 

	
	9
	Understanding of good practice in housing management. 
	
	

	
	10
	Understanding of welfare benefits.
	
	

	
	11
	Working knowledge of housing and tenancy law.
	
	

	Skills
	12
	Good written and verbal communication skills with the ability to give unpopular messages in a sensitive manner. 
	
	

	
	13
	Able to represent the organisation positively with customers and other external partners. 
	
	

	
	14
	Able to problem solve and think creatively to resolve customer issues. 
	
	

	Other requirements 
	15
	Commitment to providing an individual person-centered service to a diverse range of customers. 
	
	

	
	16
	Able to work flexibly including some evening and weekend working.
	
	

	
	17
	Able to be mobile around the district.
	
	

	Safeguarding children, young people and vulnerable adults
	18
	Fully understands their role in the context of safeguarding children, young people and vulnerable adults.
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