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FIRST HOUSING
Aid & Support Services




JOB DESCRIPTION

	Title:
	Housing Officer (Property Letting)


	Reports To:
	Manager SmartMove NI


	Purpose &

Objectives:
	A Housing Officer manages housing and related services. The role involves managing a designated patch of housing and keeping in regular contact with tenants, looking after rental income, dealing with repairs, properties and Landlords.

Housing officers work with specific clients, such as homeless people, minority groups or people with disabilities. The role works within a strict but changing regulatory framework and will be based in local neighbourhood housing office.
To deliver the service in line with the outcomes identified in SmartMove NI Business Plan.

To act in a professional, proactive capacity that will contribute to the strategic objectives of the organisation in enhancing the well-being of its service users through a network of support.



	Location:
	Required to cover Derry/Londonderry areas


	Salary


	£17,314 per annum   (FH will be operating a Payment by results scheme) 

	Hours Of Work
	37.5 hours per week 


	Probationary Period


	6 months

	Annual Leave
	5 working weeks, exclusive of bank and customary holidays



	Sickness Scheme
	3 working weeks contractual pay in any 12 month rolling period under current terms and conditions of employment



	Pension
	Company pension, details available on request


RESPONSIBILITIES 

1. To ensure that the aims and objectives and outcomes of SmartMove NI are consistently delivered.

2. To participate and provide reports and updates to the Operations Manager of SmartMove NI as required, and contribute to reports submitted to the Head of SmartMove NI as required. 

3. To update database systems of outcomes, activities, equal opportunities, levels and indicators of performance so that reports will be made available to the NIHE within the expected deadlines.

4. To provide an efficient, responsive and sensitive housing management service for SmartMove NI’s customers and those applying to the scheme for housing.

5. Provide contact, advice and guidance to customers within the framework of the tenancy agreement and the relevant procedures. This includes the preparation of tenancy agreements, Handbooks and Information Packs for new tenants.

6. To liaise with tenants on housing management problems, Enforcement of tenancy conditions and ensuring the housing stock are maintained in good condition
7. To actively promote and market empty homes in order to undertake the letting of homes within SmartMove NI relevant policies and procedures, to ensure rent loss is kept to a minimum.

8. To deal with enquiries and complaints from tenants and members of the community as well as the general public.
9. Through effective communication with stakeholders, oversee the referral process, ensuring all referrals are appropriately logged, assessed and decided upon in compliance with equal opportunities and outcomes clearly communicated to appropriate referring agents.   

10. Ensure that an effective and cooperative relationship is maintained with our stakeholders through a multi-agency approach.

11. To maintain First Housing IT system (PSOCC) for case working recording 
12. To be responsible for carrying out in conjunction with team members, fire drills and associated protocols
13. To ensure that appropriate risk assessments are carried out on buildings within your span of control
14. To liase with relevant bodies and stakeholders to promote and maximise service delivery 
15. To carry out other duties appropriate to the post as may be required.

MAIN TASKS

· Dealing with housing applications and referals 

· Interviewing tenants and giving advice on tenant-landlord relationships, benefits and budgeting advice

· Carrying out ready to occupy assessments, tenancy ready checks and needs assessments

· Setting rents, administering their collection and developing policies to deal with and minimise arrears

· Encouraging and supporting tenants' groups and attending meetings as required

· Maintaining records and writing reports to SmartMove NI standards

· Dealing with breaches of tenancy agreements, which could culminate in carrying out evictions

· Carry out inspecting properties

· Signing landlords up to the service

· Manintaining landlord management system 

· Processing applications for housing improvements and repairs and communicating outcomes to tenants

· Preparing cases and attending court hearings

· Dealing with abandoned tenancies, squatters and unauthorised occupiers

· liaising with tenant groups, local councillors, property professionals and other support and welfare organisations, including social workers and estate agents 
· Attend relevant network meetings and forums with referring agencies

· Map out and gather information on other agencies within the region that may access the service

· Provide presentations to referring agencies on the project

· Ensure referring agencies have up to date referral forms and criteria
RELATIONSHIP WITH FIRST HOUSING

· To be an active team member, supporting colleagues, being prepared to receive support as necessary and contribute fully to team workload

· To participate in staff meetings as required

· To participate in staff development and review

· To attend training as identified and required in relation to personal and professional development

· To comply with the policies and procedures in place that meet with health and safety legislation

· To respect our policy of promoting equality/valuing diversity

PERSON SPECIFICATION 

Housing Officer (Property Letting), SmartMove NI (HOSM.R20.01)

	Requirement
	Essential or Desirable?
	How Assessed?

	Qualifications / Education / Training:
· A Relevant Professional Qualification or degree in the field of Housing or related field (minimum NVQ Level 3 or equivalent) 
	Essential


	Via application form/appropriate certificates

	· A current driving licence with access to a car. (Can be waived in the case of applicant whose disability prohibits driving, but who is able to organise suitable alternative arrangements).
	Essential


	Via application form/appropriate documentation



	Experience:
· One year proven track record of working within a housing/Property/support related service.


	Essential


	Via application form/ interview/references

	· One year proven experience of working in Housing/property or related field


	Essential


	Via application form/interview/references

	· The post holder must be able to demonstrate a good attendance/performance work record  


	Essential


	Via application form/interview/references

	· Ability to deliver concise recording systems and reports  


	Essential


	Via application form and interview

	· Ability to work effectively and meet deadlines  


	Essential


	Via application form and interview

	Knowledge:

· Knowledge of the support and Housing needs of individuals 


	Essential


	Via interview

	· Knowledge of Vulnerable Adults Policy and Procedure
	Desirable
	Via interview

	· Knowledge of the work of the statutory, voluntary agencies associated with Housing/ Homelessness 


	Essential


	Via interview

	Skills & Competencies:

· Excellent interpersonal and communication skills, particularly able to deliver information in an engaging manner to suit a variety of audiences
	Essential


	Via presentation exercise/ interview/application form



	Competent in the use of IT software such as word processing, databases, publisher, spreadsheets, internet and e-mail
	Essential
	Via presentation exercise/ interview/ application form/references 

	· Knowledge/understanding of housing management legislation, basic building construction and relevant government policy
	Essential
	Via references/interview

	· Strong teamwork, interpersonal and organisational skills
	Essential
	Via references/interview

	· Willingness to take managerial direction.


	Essential
	Via references/interview

	· Excellent organisational skills and ability to prioritise workloads to deliver within agreed deadlines


	Essential


	Via interview/references

	Personal Attributes:

· Ability to retain confidence and discretion.
	Essential
	Via references/interview

	Other:

· No health problems which would adversely affect ability to carry out all the duties of the post.
	Essential
	Via application form and interview


