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Job Description
	Job Title:
	Housing Officer

	Department:
	Housing Services

	Location:
	Hybrid Working Arrangements: Home/Westhill/Field Based 

	Reports to:
	Director of Housing Services 



	Role Purpose

	Write a short description of the role below:

	
The job holder is responsible for:

Contributing to the overall delivery of the housing management services to tenants of Osprey Housing (including working collaboratively with the asset management team) by providing a professional and caring, customer focused and cost-effective service to tenants. 

Supporting Osprey to meet our vision and mission of supplying affordable housing and good quality service delivery to tenants by providing a supportive and effective housing management service to our tenants.




	Areas of Responsibility

	Financial:
	None


	Direct Reports:

	None

	Resources:

	None

	Operating Environment:
	Office based but spends substantial time in the field with clients.  Supports distressing or emotional circumstances. Lone working.



	Accountabilities

	1. 
	[bookmark: _Hlk127886806]Manages and controls void properties by allocating properties in accordance with the Osprey’s policies, ensuring that void periods are always kept to a minimum level, taking into account performance targets, and where applicable, liaising with outside agencies to achieve this

	2. 
	Liaises closely with Local Authorities to ensure that nomination requests including homeless applicants are dealt with promptly in accordance with agreed procedures


	3. 
	Supports tenancy sustainment by assessing the needs of new tenants and making referrals to tenancy support - settling in visits and routine visits. Processes applications from new applicants, internal transfers and mutual exchanges, giving advice to applicants where necessary regarding housing options


	4. 
	Provides a pro-active approach to rent arrears case management and supports tenants to sustain their tenancies by controlling and monitoring all cases where tenants fail to pay their rent; to include agreeing affordable repayment arrangements and ensuring that these are adhered to in accordance with Osprey’s performance targets relating to rent arrears


	5. 
	Visits tenants at their home or conducts office interviews where appropriate to assist with and inform them of Osprey’s procedure on debt recovery. Where appropriate, provides advice and assistance to tenants on income maximisation by referring them to external agencies to ensure take up of welfare benefits, debt counselling, etc.


	6. 
	Following instruction from the Director of Housing Services and Tenancy Support Coordinator issues Notices of Proceedings including preparation of court case work


	7. 
	Carries out frequent estate management visits working collaboratively with the Asset Management team to ensure that Osprey is achieving its performance and quality standards in relation to services provided to individual schemes and properties


	8. 
	Promotes inclusion among tenants and other residents in our developments and building stronger communities through a combination of innovation and partnership approaches with other agencies and organisations


	9. 
	Assists in the allocation and handover of new build properties


	10. 
	Undertakes proactive and preventative work to investigate and resolve complaints of anti-social behaviour

	11. 
	In conjunction with the Director of Housing Services and Housing Manager, assists with the review of existing policies and procedures and influences the development of new policies and strategies to improve service delivery to tenants


	12. 
	Takes responsibility for Health & Safety as the role of the Housing Officer has aspects of individual responsibility (i.e. lone working) and works towards developing an embracing culture of pro-active health & safety in the organisation


	13. 
	Participates in wider role activities and community regeneration



	Professional and Behavioural Skills, Educational Requirements 

	Professional Skills 

	Professional skills are experiences within certain fields of work eg technical expertise required for the role; demonstrate the level of problem solving and know how required

	Essential:
	· Demonstrable experience in housing management or role with relevant transferable skills
· Experience of delivering a customer focussed service
· Experience of following policies and procedures


	Desirable: 
	· Understanding of inter-agency relations within the social housing sector
· Experience of working with tenants, tenants organisations, and external agencies
· Experience of working in a performance monitored environment


	Behavioural Skills

	Behaviour skills are how the job holder is required to successfully interact with others internally and externally to achieve business goals e.g. initiative, results orientated, teamwork, leadership

	Essential:

	· Good communication and interpersonal skills - written, oral and numerical skills
· Ability to work as part of a team and ability to work with minimal supervision
· Ability to deal with difficult people and situations
· Good organisational skills and the ability to deal with a wide ranging workload
· Competent and confident in use of IT with ability to use Microsoft Office packages and software/database packages


	Desirable:

	· Current clean driving license and own transport
· Experience in using housing management software
· Experience of mediation and negotiation skills
· Able to prioritise workload and work under pressure


	Education Requirements

	Essential:

	· CIH level 4 – or the desire to attain this within 12 months of appointment


	Desirable:

	· Membership of Chartered Institute of Housing 



	Signatures
	Date

	Postholder(s)

	
	

	Manager
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