TWO TOWERS HOUSING CO-OP LTD / HOUSING OFFICER  
________________________________________________________________ 
JOB TITLE 
HOUSING OFFICER 
REPORTING TO   
 
                       ESTATE MANAGER 
HOURS PER WEEK 
 
 
FULL TIME / 35 hours per week 
ANNUAL LEAVE


25 DAYS EXC BANK HOLIDAYS 
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A. PURPOSE 
To provide housing and tenancy management services to 160 properties, including the management of rent administration, rent collection and arrears control, voids and lettings and nuisance and anti-social behaviour

B. MAIN RESPONSIBILITES 
1. Deliver an effective and friendly customer facing service to residents. 
2. Provide advice and information to residents on tenancy matters, welfare benefits, rehousing, rent arrears and other general housing enquiries. 
3. Deliver an effective and efficient tenancy management service, income maximisation, arrears recovery, responsive repairs, estate management, anti-social behaviour, complaints, resident feedback and involvement and leasehold services. 
4. To assist tenants with support needs to sustain and benefit from their tenancy

5. To manage all aspects of the void process from void to re-let including sign up. 

6. To manage the day to day responsive repairs service to residents

7. To carry out rent administration, income maximisation and rent arrears recovery.

8. To carry out estate inspections, monitoring cleaning, grounds maintenance, repairs and maintenance and other estate/block services.

9. To carry out tenancy checks, collecting and maintaining up to date information on residents and any changing support needs to enable the organisation to deliver targeted services.

10. To maintain and keep up to date records, monitoring and administrative systems.

11. To promote and participate in resident engagement and involvement
12. To comply at all times with the organisations legal, contractual and regulatory responsibilities in relation to the above duties.

13. To comply with and contribute to development of policy, procedures and best practice

14. To work effectively as part of a small team

EQUAL OPPORTUNITIES AND DIVERSITY 
All staff are expected to welcome diversity and be committed to equal opportunities and to demonstrate and uphold the values, policies and practices of the Co-op in their day to day work. 
WORKING HOURS 
There is a requirement to attend evening meetings as and when required and some occasional weekend events, for which time off in lieu will be given. 
GENERAL 
No job description can cover every issue which may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are consistent with those in this document. 
HOUSING OFFICER – PERSON SPECIFICATION 
Experience 

Working in a customer facing role in a social housing field delivering excellent customer focused services.

Applying housing management policy/procedure and regulation

Income collection and arrears recovery

Undertaking a variety of administrative tasks to support the delivery of services

Education and Knowledge 
Good knowledge of housing and tenancy management including anti-social behaviour

Supporting vulnerable residents to maintain their tenancies

Good knowledge of issues affecting residents living in tower blocks

Knowledge of repair ordering and block maintenance

Understanding of equality and diversity issues and their impact on the delivery of the role

Skills and Abilities 
Excellent communication, inter-personal and negotiation skills

Good analytical skills in order to consider difficulties and find solutions. 
High level of oral and written skills to produce and present reports to the staff and key stakeholders. 
Good level of information Technology skills including using data bases and spreadsheets. 
Ability to work as part of a team and independently

Ability to respond positively to change
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