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	Job Title:
	Housing Officer

	
	Service Area:
	Housing Services

	
	Team:
	Tenancy Services

	
	Salary:
	Band 5 – 6 (SCP 18 to 27)



Job Description


Main Purpose of Job:

· To effectively manage the letting of properties in a given area patch and to provide a proactive and efficient housing management service for residents. 



Our Values

You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
1. Be responsible for the letting of Void properties in a given geographical patch and to keep the loss of void rent to a minimum.  

2. To liaise with colleagues from the Homechoice team to select and appropriately let properties to those in housing need. 

3. To liaise closely with the Income Team and the Anti Social Behaviour Officer so that residents are supported and tenancies are sustained. 

4. To effectively monitor and enforce Tenancy conditions that reflect the organisations policies and procedures. 

5. Be accountable and proactive in listening and responding to Tenant’s needs in the communities where they live.

6. Liaise with colleagues to provide a seamless and continuous service for residents

7. Where appropriate effectively signpost and liaise with third parties in order to give further guidance and advice for residents

8. Manage and oversee Mutual Exchanges in accordance with policy and procedures.
9. To ensure that all policies and procedures carried out in an efficient and effective manner that cost effective and value for money. 

10. To encourage and facilitate tenant participation and involvement in their geographical patch.

11. To ensure that estates and local areas are maintained to a high standard and that services are effectively managed. To ensure that partners and stakeholders are involved and liaised with in order to carry this out. 

12. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.

13. To promote and adhere to the workplace values of our organisation.
Housing Management:
14. To sign up new tenants and ensure they are clearly advised of their tenancy. 

obligations. 

15. To take a proactive approach to managing tenancies and tackling tenancy 

breaches, taking a firm but fair approach to managing rent arrears and to 

robustly addressing issues of nuisance and anti-social behaviour.
16. To deal with day-to-day tenancy management issues such as name changes, 

successions, mutual exchanges, assignments etc. 
17. To work with Property colleagues to address any concerns relating to access. 

for gas servicing at individual homes, to ensure ESC statutory obligations are met.
18. To build and maintain effective local partnerships with the police, fire service, 

social services and other statutory and voluntary organisations.
Community Engagement:
19. To work with the Community Engagement Officer in the delivery of events/workshops that contributes to greater financial resilience and improved. 

wellbeing for ESC tenants.
20. To lead and attend planned quarterly estate walkabouts, involving tenants, across all ESC estates and localities 



Line Manager:

Operational Lead Housing services


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (August 2020) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience
	Band 4 Requirements 

· Knowledge and good understanding of:

· Housing Law

· Housing Benefit regulations

· Welfare Rights

· Use of software systems in day to day duties.

· Dealing with the public in difficult situations

· Liaison with other partners and agencies
Band 5 requirements plus above:

· Three years’ experience of working in a housing environment 


	

	Skills and Abilities:

	· Good organisational skills

· Ability to work on own initiative in stressful situations.

· Excellent communication skills

· Ability to communicate and negotiate effectively with internal and external agencies / partners / departments as well as tenants

· Strong interpersonal and written skills

· Good IT skills
	

	Education and Training
	Band 4 Requirements 

· Minimum of 5 GCSE passes at grade C or above to include English and Maths or equivalent
Band 5 requirements plus above:

· Formal qualification equivalent to NVQ level 3 in a relevant field
	

	Other Requirements
	· A commitment to Equal Opportunities

· A commitment to Corporate Working

· The post will involve access to vulnerable adults and children on occasions

· Good team worker

· Sociable and able to relate to a wide range of people

· To be able to recognise potential wider social concerns that may be apparent when carrying out duties such as child welfare, domestic violence et

· Full valid UK driving licence and use of own car
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