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JOB DESCRIPTION

	Job Title    
	Housing & Rent Officer

	Reports to
	Head of Property Data & Asset Compliance

	Job Purpose
	To manage housing tenancies and rental income, ensuring high levels of rent collection, tenancy sustainment, and compliance with housing policies and legislation. 

The role involves supporting tenants, minimising arrears, and maintaining effective communication between tenants and the landlord(s). 


	Key Deliverables
	· Rent management & income collection
· Tenancy management 
· Tenant support and advice
· 

	Key Accountabilities
	Rent Management & Income Collection 
· Monitor rent accounts and ensure timely collection of rental income. 
· Identify, investigate, and manage rent arrears. 
· Implement arrears recovery procedures, including payment plans and legal action where necessary. 
· Advise tenants on the management of their tenancies and rent accounts, giving basic debt management/counselling advice to customers in arrears with their rent and refer them to specialist advisors (e.g. CAB) where appropriate. 
· Liaise with finance teams regarding rent and service charge statements, income reconciliation and reporting. 

Tenancy Management 
· Manage and ensure compliance with tenancy agreements. 
· Conduct tenancy sign-ups, reviews, and terminations. 
· Address breaches of tenancy conditions (e.g., anti-social behaviour). 
· Support tenancy sustainment through early intervention and advice. 

Tenant Support & Advice 
· Provide guidance to tenants on rent, benefits, and financial management. 
· Assist tenants with housing benefit or Universal Credit claims. 
Signpost or refer tenants to relevant support services (debt advice, social services, etc.). 

Customer Service 
· Act as a key point of contact for tenant enquiries and concerns. 
· Deliver high-quality customer service in line with organisational standards. 
· Resolve complaints efficiently and professionally. 

Compliance & Legal 
· Ensure all activities comply with housing legislation and organisational policies. 
· Prepare documentation for court proceedings where required. 
· Attend court hearings and represent the organisation when necessary. 

Partnership Working 
· Work collaboratively with internal teams (repairs, finance, safeguarding). 
· Liaise with external agencies such as local authorities, support services, and legal representatives. 





PERSON SPECIFICATION

	Knowledge and Experience




	Essential: 
· Experience in housing management, rent collection, or income recovery. 
· Knowledge of tenancy law, housing legislation, and welfare benefits (e.g., Universal Credit). 
· Strong communication and negotiation skills. 
· Ability to manage difficult conversations and conflict resolution. 
· Good organisational and time management skills. 
· Competent in IT systems and housing management software. 
· Customer-focused approach. 
· Problem solving and decision making.
· Attention to detail. 
· Resilience and adaptability. 




Desirable: 
· Experience in social housing, local authority, or housing association environment. 
· Knowledge of arrears recovery processes and legal procedures. 
· Relevant housing qualification (e.g., CIH Level 3/4). 
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





