UNITY HOUSING ASSOCIATION

Job Description

Post				HOUSING OFFICER 

Responsible To:		HOUSING SERVICES MANAGER

Supervises:		N/A

Location: 			LEEDS

 

Objectives of the Post:	
To act as the main point of contact with Unity tenants in the delivery of quality Housing Services. This includes estate management, exchanges, void management, rent arrears, repairs, improvements, anti-social behaviour and neighbour nuisance.

KEY TASKS
1. Under the supervision of the Housing Services Manager, carry out the association’s allocations and 	lettings policy and procedures, including liaison with nominating agencies and interview 	applicants.
2. Provide support for new tenants taking up association accommodation.
3. Arrange for transfers, exchanges and decants.
4. Liaise with external agencies, including Leeds City Council, in the allocation of properties.
5. Deal with all matters that arise at the termination of a tenancy.
6. Attend handovers of new schemes and rehabs, inform the Housing Services Manager of any 	problems.
7. Ensure that tenants are familiar with the terms of the tenancy agreement and the tenants 	handbook.
8. Ensure all tenants observe and comply with the tenancy agreement, especially those on starter 	tenancies.
9. Ensure the terms of the tenancy agreement are met by other parties.
10. Implement the association’s policies and procedures relating to neighbor disputes, harassment and 	nuisance and anti-social behaviour.
11. Liaise with relevant bodies including the Police.
12. Liaise with relevant officers to obtain and give information to control arrears.
13. Assist in the management of rent arrears, including serving NoSPs. 
14. Ensure the appropriate rents are charged.
15. Monitor quality of services and report on this to the Housing Service Manager and the Maintenance 	Manager as appropriate.
16. Liaise with the maintenance team regarding repairs reported by tenants, including tenant 	satisfaction with the service; where necessary visit and investigate repair requests.
17. Liaise with and consult tenants on major repairs, cyclical painting and repairs and relet works and 	liaise with the Maintenance team.
18. Assist in inspecting voids.
19. Assist in pursuing rechargeable repairs with tenants.
20. Ensure that tenants are correctly informed of their entitlements to housing benefits and are 	supported in their claims, with an emphasis on action that could avoid eviction.
21. Provide and promote access to support from other agencies and liaise with such agencies on 	behalf of the tenants where necessary.
22. Give general housing advice to customers seeking social housing in person and on the telephone.
23. Act as a representative of the association at meetings, including in the evening.
24. Actively promote Tenant Involvement and encourage tenants to become involved in the running of 	the association.
25. Assist the Operations Director and Housing Services Manager in developing housing management 	policy and procedures, including monitoring performance.
26. As required, contribute and support the development of new schemes liaising with the 	Regeneration section.
27. Maintain a high standard of health and safety in accordance with company policy and legal    	requirement.
28. Identify training needs ensuring those needs are met. Liaise with the Housing Services Manager on 	any staff supervision problems.
29. Be positively involved in self-development and participate in training courses and from time to time 	undertake new roles, duties and responsibilities in connection with self development.
30. Any other appropriate duties required by the Housing Services Manager.
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HOUSING ASSOCIATION – HOUSING OFFICER
PERSON SPECIFICATION

	ATTRIBUTES
	RANK
	HOW IDENTIFIED

	EDUCATION/QUALIFICATIONS

	Evidence of personal and professional development
	
Essential





	Application form + Interview

	Member of CIOH
	Desirable
	Application form

	GCSE or equivalent in English and Mathematics
	Essential
	Application form + Interview

	KNOWLEDGE & EXPERIENCE
	
	

	Experience of computer based packages including word, excel, email.
	Desirable
	Application form + Interview

	Experience of a similar customer facing/front line role
	Essential
	Application form + Interview

	Experience of housing management and related issues such as void management , lettings, arrears etc.
	Essential
	Application form + Interview

	SKILLS AND ABILITIES

	Ability to maintain all aspects of confidentiality and the ability to comply with all legislative requirements in relation to tenants and staff.
	Essential
	Application + Interview

	Ability to communicate verbally in a clear, concise and succinct and assertive manner.
	Essential
	Interview

	Ability to listen in an open and reflective manner.
	Essential
	Interview

	Ability to liaise, build and promote positive working relationships with external organisations, customers etc.
	Desirable
	
Application Form +Interview

	Awareness of effective administration systems.
	Essential
	Application Form + Interview

	Ability to prioritise tasks and time manage.
	Essential
	Application Form + Interview

	DISPOSITION/ATTITUDE

	Be both innovative and creative in decision making and problem solving.
	Essential
	Application Form + Interview

	Willingness to be trained and developed.
	Essential
	Application Form + Interview

	Ability to use own initiative whilst working within a team.



	Essential

	Application Form + Interview



	Ability to take the lead to ensure that job gets done
	Essential
	Application Form + Interview

	Flexible approach to work.
	Essential
	Application Form + Interview

	CIRCUMSTANCES

	Must be willing to uphold the Values of the organisation
	Essential
	Application Form  + Interview

	Ability to demonstrate your use of good practice and anti-discriminatory working and show how you have promoted equality in your team.
	Essential
	Application Form + Interview

	To be committed to promoting the highest standards in Health & Safety performance.
	Essential
	Interview
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