
North Warwickshire Borough Council

Job Description

Directorate:
Housing 


Post Title: Lettings Officer

Division:

Housing


Grade:
 7


Section:

Management


Post No:


Responsible to:
Housing Options and Lettings Team Leader
	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 with the Safeguarding Policy and Procedures, to respond appropriately to any identified concerns


	Special Conditions: 
Must be a car driver and have a valid driver’s licence.


Job Purpose:

To implement the Council’s Lettings Scheme for applicants on the housing register. This includes providing information and advice to ensure they have the best opportunity of being re-housed and enables them to access support services where appropriate. 
To let the Council’s vacant properties ensuring best use is made of the stock available to let. 
Provide applicant nominations for Private Registered Providers when requested.

Carry out the administrative duties for the Council’s emergency accommodation and support residents in its temporary accommodation. 
Principal Responsibilities

1
To proactively work with applicants on the Council’s Housing Register to ensure they have the best possible opportunity of being re-housed. This will include providing comprehensive advice, information and assistance to housing applicants about their application and their housing options.

2
To implement the Council’s Letting Scheme for individual applicants and ensure their efficient and fair implementation. This will include actively managing the Housing Register by keeping in contact with applicants, verifying circumstances and assessing changes in accordance with policies and procedures and reviewing applications annually. Responsibilities also include acting to ensure the housing register information is maintained to high standards of accuracy and that applicants who no longer qualify have their application reviewed. Verifying documentation, acting to prevent fraudulent applications and contacting other professionals as appropriate will be part of these duties.

3
To be the primary contact for applicants who are registered on then waiting list and have queries about their housing choices and possible offers of tenancy. This could be by telephone or face to face interviews and will include dealing with correspondence from customers and from professionals who make enquiries on their behalf.

4
To work closely with partner agencies to provide support services for applicants as well as establishing a network of contacts to assist with providing a comprehensive advice and options service for customers. This will include providing information on the Council’s service and legislation in order to assist them to find positive outcomes for their customers.

5
To attend formal and informal liaison meetings with other professionals with regard to applicants, their circumstances and housing need.

6
To be aware of and refer to support services provided for applicants by other agencies. This will include referring applicants to support services as appropriate.

7
Under the guidance of the Housing Options and Lettings Team Leader act to confirm the circumstances of homeless applicants and where necessary, assist applicants with suitable housing options.

8
To undertake the administrative duties for letting vacant properties to applicants in a way that helps applicants to be re-housed in suitable accommodation, makes best use of the Council’s stock and promotes mixed and sustainable communities. These may be Council owned properties or those of Private Registered Providers. In the case of Council owned stock this will include liaising closely with the Tenancy and Neighbourhoods Team officers to ensure any housing management issues are taken into account. 
9
To work with and support applicants when they have been shortlisted for a vacancy or have been offered a tenancy. This will include accompanied viewings, providing comprehensive information to applicants about the property and the Council’s tenancy services. 

10
To liaise with the Maintenance Section and Tenancy Services Team to undertake appropriate procedures when tenancies are ended and ensure seamless customer service and to understand and act on quality issues with regard to vacant properties.

11
To collect and collate, review and report on relevant data on the housing register, vacant properties and lettings to inform the good management, improvement and development of the service. 

12
To carry out the administrative duties concerned with letting emergency accommodation to homeless applicants. This will include preparing tenancy agreements and providing general support to applicants who are in temporary accommodation as well as undertaking routine visits to the Council’s hostels and ensuring people in temporary accommodation have access to support services and welfare benefits.

13
To attend formal and informal liaison meetings with regard to applicants specifically and the service generally. 

14
To let the Council’s stock of garages in accordance with the Council’s policies and procedures. This will include keeping an up to date register of interested applicants.

16
To act flexibly in addressing the needs of the service by supporting the Housing Options Officers in the implementation of their duties and provide cover in their absence as well as assistance at times of high demand.

17
To provide the highest standards of customer care and equal opportunities in accordance with the Council’s policies. 

18
Any other duties as directed by the Director of Housing which are appropriate and commensurate with the grade of the post.

Agreed by Postholder:   ……………………………………………………………………………….

Date:  …………………………………….


JD  Housing Lettings Officer 01.05.13

