
North Warwickshire Borough Council

Job Description

Post Title: 
Tenancy Services Officer

Division:

Housing


Scale:

Grade 9
Section:

Housing Management

Post No:


Responsible to:
Tenancy Services and Neighbourhoods Manager. 
	

	Safeguarding:

All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance the Safeguarding Policy and Procedures, to respond appropriately to any Identified concern.

	


Scope and Responsibilities:

To be responsible for providing tenancy management services to the Council’s stock of Council properties. This includes enforcing tenancy conditions, with priority given to rent income collection, to both dwellings and garages and dealing with changes of tenancy in way that meets the highest customer standards. 

Key Tasks:

In accordance with the Council's policies and procedures the post holder is expected to carry out the following duties:
1 Acting promptly and in accordance with the Councils policies and procedures if Tenants fall into rent arrears. This will require officers to have a sound knowledge of welfare benefits and will include serving Notices of Seeking Possession promptly where appropriate and presenting cases in the County Court. 
2 To take a pro-active approach to tenancy management issues for a designated area of   the Borough. This will include:

· Providing tenancy management services in accordance with service standards

· Ensuring tenants maintain their conditions of tenancy. This will include visiting proactively as well as reactively to check property condition.
· Dealing with succession, changes of tenancy and assignments 

· Taking action where someone has been left in occupation

· Working with officers dealing with estates management. 

· Taking a partnership approach where appropriate to resolve individual tenancy issues and specific estate issues.

3 To work with the Options and Lettings Team to ensure that vacant properties are let quickly in accordance with the Council’s policies and procedures, and to visit tenants requesting a transfer, to carry out sign ups of tenancy ensure that new tenants are given comprehensive information about their tenancy and the Council’s service to them. 

4 To ensure prompt and effective action is taken when there is a persistent or serious breach of a tenancy conditions. Officers will act in accordance with the agreed polices and procedures including the requirements for escalation. This will include:

· Providing services to Tenants suffering nuisance in accordance with the Council’s service standards for dealing with anti social behaviour and keep them informed.
· Investigating and taking prompt initial action against breaches of tenancy involving nuisance and neighbour disputes.

· Monitoring cases of persistent breaches of tenancy. If the breaches continue and are not addressed by the tenant provide a report to the Tenancy Services & Neighbourhood Manager recommending action.
· Liaising with support agencies to resolve problems of anti social behaviour

· Liaising with and passing to the Tenancy Services & Neighbourhood Manager serious cases of persistent anti-social behaviour. 

· Working with the Tenancy Services & Neighbourhood Manager when a tenant has serious rent arrears and has also breached another condition of their tenancy.

· Initiating legal action over breaches of tenancy, working with the legal services team and advising tenants accordingly. 
· Monitoring and reporting case work to the Tenancy Services & Neighbourhood Manager using the recording systems in operation.

5 To manage the Council’s stock of garages for a designated area of the borough. This will include enforcing tenancy conditions, monitoring rent accounts and taking enforcement action as well as reporting on under usage so that the Council can take corrective action.

6 To develop and sustain a positive relationship between the Council and its tenants. This will include:

· Carrying out routine visits to tenants with a view to addressing any tenancy management issues and preventing fraudulent behaviour. 
· Visiting new Tenants in accordance with the Council’s procedures and resolve any issues that may have arisen.

· Arranging meetings with Tenants where appropriate and attending local tenant meetings to discuss tenancy management issues with tenants

· To support the Neighbourhoods & Tenant Involvement Officer to provide neighbourhood services

7 To take an active part in the Management Section Team to ensure a high quality service is provided to all customers that contact the Housing Division for advice and assistance. This will include seeking out best practice, implementing service improvements and covering for absences. 

8. Any other duties that are appropriate to and commensurate with the grade of the post.

Signed (by post holder) _______________________________________ 

