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	   JOB TITLE:          HOUSING OFFICER
   SALARY:             EVH GRADE 6 - 7 (£28,766 - £36,941 – pay award 

                                pending)




1.
MAIN OBJECTIVE OF POST

1 To assist and support the Association’s Housing Management team in providing comprehensive, high quality, effective and efficient housing management services for tenants, applicants and other service users.

1.1 With particular responsibility for:
(a) The rent accounting and arrears policies and procedures of the Association.

1.2 The post holder is required to be flexible and will be required to provide allocations/estate management duties in conjunction with the Housing Management team.

2.
ACCOUNTABILITY
2.1
Accountable to the Housing Manager/Director.

2.2
Responsible for instructions to Agents.

2.3
Responsible for instructions to Caretaking staff
3.
KEY DUTIES
3.1      Rents
3.1.1
Implementation of policy and procedures for the control and recovery of rent arrears for current and former tenants, to ensure targets are achieved.
3.1.2
Provision of advice to tenants on rent payments, claims for housing benefit, including liaison with the Housing Benefit office and Department of Work and Pensions and referral of tenants to other agencies for specialised advice, debt counselling and support.

3.1.3
Maintenance of computerised rent accounting system in conjunction with finance agents and admin team.
3.1.4
Ensure adequate records are set up, monitored and maintained for the collection of rent and benefit entitlements.  

3.1.5
Ensure adequate records are set up, monitored and maintained for tenants’ arrears records in accordance with established policies, procedures and legal requirements.
3.1.6 Collection and writing off former tenant arrears.

3.2 
Tenancy Agreement 

3.2.1 Provide contact, advice and guidance to customers within the framework of the Tenancy Agreement.  
3.2.2 Carry out sign-ups for new tenants as required.
3.2.3 Complete and return Tenancy Reference requests from external organisations.
3.2.4 Assist existing tenants with tenancy-related changes and the completing/signing of appropriate paperwork/documents in accordance with policies and procedures and within agreed timescales.
3.2.5 Assist with the completion of all housing-related forms, offering advice and guidance as required.

4.
HOUSING MANAGEMENT
4.1
As part of the Housing Management team, assist in the provision of the housing management functions where required by the Housing Manager.

4.2 Assist in the effective management of the estate to ensure the environment is maintained to a high standard. 

4.3      Assist in the allocation of void properties

4.4 Assist in the voids functions by carrying out pre-termination and void         inspections, ordering repairs to void properties and liaising with the caretaking team on void turnarounds.
4.5 Assist in the prompt allocation of void properties by processing applications and dealing with queries from applicants, matching and interviewing prospective tenants and carrying out sign-ups. 
4.6 Assist in dealing with minor neighbour disputes and anti-social behaviour, including taking reports of incidents, liaising with the complainer and visiting the perpetrator. 
5
General Responsibilities

· Follow the Association’s policies and procedures in your work
· Fully participate as a member of the Housing Management Team, to provide assistance and support to each other at all times and to assist other members of the team to keep their workload up to date.
· Maintain a highly effective, visible and accessible level of customer care for tenants.  Where appropriate, provide advice and assistance to customers with enquiries. 
· Assist in the collation of statistical data for corporate purposes, including committee reports, annual performance returns and the annual report.
· Assist the Housing Manager/Director in ensuring that all aspects of the Association’s work are effectively communicated to tenants and other local residents by:
· Carrying out housing management customer feedback surveys;
· Producing publications e.g. Newsletters, Information Guides etc.

· Contribute to relevant policy and procedural development by suggesting improvements in service delivery and/or operational practices to the Housing Manager.

· Assist in the successful delivery and achievement of operational performance targets and standards.  Contribute towards the implementation of the Association’s Corporate Strategy/Internal Management Plan objectives.

· Occasional attendance at meetings or courses out with normal office hours, as determined by the Housing Manager/Director.

· Develop effective and professional working relationships both within the Association and also with outside agencies/other RSLs, always promoting a positive image of Glen Housing Association.

· Carry out any other relevant duties appropriate to this post.  All individuals are expected to be flexible in undertaking the duties and responsibilities attached to their job and may be asked to perform other duties which may reasonably correspond to the general character of their job and their level of responsibility.
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