WYKE ESTATE TENANT MANAGEMENT CO-OPERATIVE

JOB DESCRIPTION

Title: Income & Tenancy Officer.

 

Postholder:

Reports to: TMC Manager,

KEY OBJECTIVES

Acquaintance  

· Carry out Generic Duties in a professional manner
· Maximising rent collection from Tenants by employing best practice techniques for maintaining regular rent payments
· Provide debt recovery & advice using best practice methods, TMC Procedures and current legislation.
· Administer the TMC allocations & lettings procedure
· Ensuring that routine tenancy matters disputes and ASB cases are efficiently and professionally resolved
· Provision of an efficient and speedy maintenance & repairs service to individual properties and communal areas

SUMMARY OF GENERIC DUTIES

1. Dealing with Telephone calls & enquiries in in a a helpful & polite manner 
2. Dealing with Reception duties as required.
3. Ordering & progressing repairs requests
.
SUMMARY OF SPECIFIC RESPONSIBILITIES AND DUTIES

1. Monitor rent arrears cases weekly, including taking prompt & appropriate action by visits letter & phone to remedy payment defaults.
2. To liaise with external agencies involved in the rent arrears recovery process and to provide tenants with welfare & housing benefit advice to maximise income.
3. To provide debt management methods & advice to tenants Within the framework of current legislation to be responsible for initiating legal action by
4. preparing and service of NoSPs & NTQs, attend court to give evidence & instructions to legal representatives.
5. To be responsible for monitoring court orders for any breaches through to eviction if
6. necessary.
7. Monitor rent arrears cases weekly, including taking prompt and appropriate action by visits
8. letters and phone calls to remedy payment defaults
9. To ensure tenants and leaseholders fulfil their tenancy and lease obligations, dealing with any breaches by mediation, intervention or legal action in the most professional appropriate manner.
10. To attend evictions and ensure property is received from the bailiffs and secured.
11. To deal with any unauthorised occupation &/or squatting so that the property is repossessed in the shortest possible time.
12. Carry out all functions regarding repairs and maintenance of individual properties
13. Dealing with Garage and Shed Allocations, payments and arrears recovery
14. To handle Tenant and Leaseholder matters to include individual interviews and home visits.
15. Carry out Tenancy checks, pre & post inspections as necessary
16. To utilise the TMC's information systems and computer equipment, including word
17. processing, spreadsheets, housing management systems in carrying out the duties of the post.
18. To comply with H&S legislation & to carry out all duties in compliance with the TMC's Equal Opportunities Policy.
19. To attend Board Meetings as required
20. To be responsible for promptly responding to a range of correspondence from residents external agencies, MP's, Councillors and other organisations
21. This job description is not exhaustive and is subject to change

















































Person Specification for Income & Tenancy Officer

Wyke TMC Estate Services

Essential Requirements

Physical
Able to use a personal computer & telephone equipment with the assistance of aids or
assistance

Experience

Experience of housing management with a social housing provider.
Substantial experience of working with tenant groups.
Experience of providing welfare benefits advice

Skills & Abilities

Able to demonstrate the skills to successfully contribute to the aims and aspirations of a TMC
Able to maintain and promote effective and positive relationships with other members of staff,
TMC committee members, Councillors and the Public.
Able to assimilate and act on written and verbal information & instructions.
Able to understand and implement complex Housing legislation, policy and practice.
Able to organise and prioritise workload and establish work programmes.
Able to work within and contribute to the TMC and Council Policy framework, including Equal Opportunities.
Able to demonstrate sufficient skills of numeracy to interpret and act on rent data in meeting
income targets.
Able to understand, analyse and action information within defined procedures and policy
guidelines.
Able to comprehend the uses and development of computer systems in a Housing management ofc environment.
Able to take account of the practical implications of Equal Opportunities for delivery of
services.
Able to present information effectively in court or other situations.

Disposition

Able to work within a small team and make positive & helpful contributions.
Able to work flexibly and have a co-operative approach to solving problems.
Able to start work at 9am.
Able to work outside normal working hours to attend & service evening meetings
Able to deal with stressful situations in a clam clear manner and working to tight deadlines.

Knowledge

Extensive knowledge of housing management and rent recovery legislation, current social housing issues and good practice for management of housing stock.
Knowledge of current welfare benefits.
Understanding the importance of a user-oriented service and the need for a courteous, well
informed and helpful approach to the TMC's customers.
Knowledge of H&S matters and procedures for safe working practices
Awareness of equality and diversity issues concerning service delivery situations in social
housing



Discretionary Requirements

Professional housing qualification


