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	Role Title
	Commercial Rent Team Leader Role

	Service 
	Property & Asset Management

	Pay Scale
	PO4    

	Purpose



	Manage the rent collection processes for the Council’s commercial and industrial portfolio and ensure that targets and deadlines are met. To manage the caseload of the team and provide day to day management and leadership of the team.

Identify issues and trends, highlight any potential risk and recommend remedial actions where potential shortfalls are identified.


	Generic Accountabilities
	End Results/Outcomes

	The post holder will be expected to

meet the highest standards of public service (Lead).
	The Council’s best interests are maintained and best value for the Council is achieved.

	Engage with stakeholders and take customer focussed approach to their role (Engage).
	Stakeholders are engaged in all processes to ensure the best outcome for the Council.

Stakeholders express high levels of satisfaction.

	Deliver effective performance management against targets (Change).
	Action is taken to swiftly resolve any issues.

Promotes a culture of improvement and value for money in all activities.

	Uses information from benchmarking with other organisations to improve services (Improve).
	Promotes a culture of improvement, innovation and value for money in all activities.

	Ensure the best interests of the Council and maintain a corporate view.
	The Council’s best interests are maintained.

	Take a collaborative approach and work with partners.
	Deliver the best value for the Council.

	To understand with the Council’s Equal Opportunities Policy.
	Comply with the Council’s Equal Opportunities Policy.

	All employees are expected to demonstrate a commitment to the Council’s Core Values and to the Council’s Management Standards for all management posts.


	Ensuring a consistent approach across the Council to make decisions about its property portfolio.

Customers express high levels of Customer Satisfaction.

	All employees are expected to demonstrate a commitment to the Council’s Core Values and to the Council’s Management Standards for all management posts.

	Ensuring a consistent approach across the Council to make decisions about its property portfolio.

Customers express high levels of Customer Satisfaction.

	Role-specific Accountabilities
	End Results/Outcomes

	To support and advise the Head of Commercial Estate and Area Estate Managers on Commercial Rent, Insurance and Service Charge Invoicing and collection.
	Weekly Updates to HCE
Monthly reports to HCE,Finance, and Property dashboard to include Debtor days, void rates, etc..

	To undertake debt management and recovery on more complex casework
	Work with Asset Managers to Prepare Write Off-Recommendations, Payment plans, and instruct solicitors for Possession and CCJ Orders.

	To hold commercial rent deposits (approx. £100k) in line with Financial Regulations and reconcile deposits at year end. Submit balance sheet for council’s annual closure of accounts.  
	To properly account for these deposits. 

	Provide budgetary information to the Estates and Valuation Manager and Central Finance on rental income.
	Support the delivery of commercial rental income to the Council.

	To supervise and oversee the Commercial Rent team to deliver a professional and high quality rent management service, including rent collection and debt recovery including issuing invoices.
	Transparent running of rent collection and debt collection lifecycle from beginning to end. Recommending appropriate course of action to address arrears, instructing external solicitors and in-house solicitors through to legal action, giving evidence in the county court and liaising with insolvency practitioners and trustees in bankruptcy.

	To ensure the accurate updating of the Concerto asset management database for the purposes of rent accounting.
	Transparent and evidenced decision making throughout the lifecycle of the Council’s property portfolio. 

	To Advise upon ways to enforce a county court Judgments, give instructions to our solicitors, arrange authorisation to write off bad debts.
	Bad debt managed appropriately and in the best interests of the Council.

	To lead on and oversee performance indicator reporting for rent collection; collate monthly/quarterly records, calculate the percentage of rent collected within that quarter; manage approach to debtor former tenants
	Rent collection and debt recovery is appropriately monitored.

	To supervise and oversee the team on  the re-charge and reconciliation of insurance premiums, service and management charges and associated mechanisms for commercial tenants.
	Insurance managed appropriately.
Service charge accounts are produced and audited in a timely fashion

	Provide accurate financial information on the council’s assets with central finance.
	Financial risks are monitored and managed in line with budget  requirements

	Supervising the Invoicing & Tenant Liaison Officer and the Assistant Rent Officerand supporting the Area Estate managers to liaise with customers.
	Provide pro-active support to internal and external stakeholders in relation to rental issues so that they are resolved. 

	Responsibility for generating the Commercial Rent Income financial reports. 
	Rent collection and debt recovery is appropriately monitored. Key Performance Indicators in relation to rent collection and rent arrears are maintained.

	Monitor the raising of fee invoices in line with Financial Regulations that VAT is accounted for and invoices are recovered.
	Rent collection and debt recovery is appropriately collected and VAT is accounted for.

	Working with the Head of Commercial Estate and Area Estate Managers, to analyse all financial data. 
	Financial risks are monitored and managed in line with budget requirements. and corporate accounting timetables and deadlines (year end, estimates, budget monitoring etc.), including IFRS and Liability Report.

	Oversee the reconciliation of cash, creditors and other control accounts.
	Ensure control accounts are managed appropriately.

	Liaise with external auditors on queries in connection with Accounts and Systems.
	Rent collection and debt recovery uphold Council, regulatory and legislative procedures.

	Overseeing the  raising internal requisitions for non-operational properties.
	Finances are properly attributed to the correct properties.



	Overseeing the paying rents to landlords of leased-in properties 
	Finances are properly attributed to the correct properties

	Responsible for Managing, mentoring, training and supervision of the Invoicing & Tenant Liaison Officer & Assistant  Rent Officer.
	Managing , training and mentoring the casework and performance of the team and any other appointments that may be made.

	Nature of Contacts


	Frequent contact with colleagues within the property team, the finance directorate and customers.

Interaction with others and the ability to successfully influence and motivate are fundamental to the success of the role.

	Procedural Context



	Reports to: Head of Commercial Estate 

Responsible for managing the collection of circa £5M commercial property rental income.

Work within a policy framework and regulatory guidelines. Scope to exercise initiative in taking action - within boundary of well-defined policies and procedures.

Research, analysis and interpretation of specialised complex information to generate ideas and formulate / source solutions.

Plan and organise work and priorities, co-ordinating with others (internal or external delivery partners) to support the development and delivery of the service.

Deliver a specialist service and support initiatives, projects and improvement programmes within the service area.

	Key Facts and Figures

	Responsible for maintaining and disseminating key property information to support the priorities within the Councils Strategic Asset Management Plan.




	Resourcing

Budget Responsibilities: Monitoring and reporting only.   
Supervisory Responsibilities: Two


	Competency Level: Principal Officer/Manager



	Knowledge, Skills and Experience

	Previous Commercial Rent and Service Charge invoicing experience is highly desirable.

Knowledge and experience of SAP and Concerto.

Insurance and Service Charge Invoicing and collection.

Undertaken Debt management and recovery and work with Asset Managers to Prepare Write Off-Recommendations, Payment plans, and instruct solicitors for Possession and CCJ Orders.
Experience of managing a mixed and varied workload of conflicting priorities responding effectively to the needs of all customers.
Experience of report writing and communications for a variety of audiences, demonstrating numeracy and literacy, and applying subject matter expertise. 
Ability to be decisive and work well under pressure.
Good written and verbal communication skills, presentation skills, IT skills.
Good time management skills.
Ability to work autonomously to meet the objectives of the organisation.

	Indicative qualifications

	Relevant professional qualification and/or demonstrate relevant experience to meet exacting professional standards.  

	Recognised programme or project management accreditation – eg. SAP ,Concerto, Prince2, Managing Successful Programmes

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities that may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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