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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Neighbourhood  Housing Officer

	GRADE:
	SCP 30-33

	POST NUMBER:
	3179D

	RESPONSIBLE TO

	Income and Arrears Manager

	JOB SUMMARY:

	Provide a multi-disciplinary function comprising of rent management with arrears and an neighbourhood-based service to tenants and residents of the borough. Work as part of the wider Neighbourhood Housing team to provide a high quality and consistent team output.  Manage a specific patch and be responsible for dealing with issues relating to anti-social behaviour and income management in this area. Additionally within the patch, liaise with tenants and residents to promote community cohesion and engagement. Ensure tenants comply with their tenancy agreements and where necessary take appropriate enforcement action. Ensure rent accounts are managed effectively and follow an appropriate course of action is followed. Work with other agencies to ensure appropriate support is given to tenants.

	ROLE REQUIREMENTS:
	

	1.
	To integrate and deliver tenant participation within all aspects of the role. The aim of this is to shape the service to fit best with the needs and wishes of residents across the whole borough in line with our approach to tenant participation. 

	2.
	To conduct periodic estate inspections across the borough and report defects with appropriate agencies/departments. This will ensure any issues are raised and addressed in a timely manner. Furthermore, to be observant when in the borough to note and report any issues/defects in line with the requirements of the Council’s Insurance Officer. To confirm that the Council’s properties are being kept in a suitable condition by conducting property inspections and investigating reports of inadequate maintenance of both the property and associated garden(s).

	3.
	To report and investigate issues of fly tipping and work in conjunction with Environmental Services. This will ensure that reports of fly tipping are investigated appropriately and that action is taken in a timely and appropriate manner.

	4.
	To assist the Leaseholder and Right to Buy team by visiting areas to conduct boundary checks, and issuing legal notices. To check the ownership of land is correct in line with the Housing Act. Also, to visit and record areas of land on behalf of other departments that may be sold or may need boundaries verifying for the legal department.

	5.
	To investigate and tackle anti-social behaviour that is reported by residents, tenants or other partnership agencies such as the Police and social care. To work alongside the Police and other Community Safety Unit (CSU) partners and conduct joint interviews and visits to high risk anti-social behaviour cases as required. To tackle any breach of tenancy with appropriate action.

	6.
	To conduct welfare checks on vulnerable tenants to ensure they are being appropriately safeguarded and where necessary make referrals to agencies. When required, attend properties with contractors if tenants are on the risk register.

	7.
	To let vacancies within the Council’s properties efficiently and quickly where possible. To work alongside the lettings and void property team to ensure that void times are kept to a minimum. To ensure that properties are let in accordance with the relevant policies and procedures. Furthermore, to ensure and complete all associated contractual paperwork before the start of a tenancy.

	8.
	To ensure that the Council is compliant with its duties as a landlord in relation to conducting statutory gas safety and electrical checks. In addition, to work with the Planned Maintenance team to assess applications from tenants for home improvements.

	9.
	To ensure accurate record keeping is kept at all times and to work alongside the Data Protection Officer when necessary to provide all data for FOI requests.

	10.
	To ensure that tenants are referred to relevant support services where appropriate. To liaise with relevant partners to ensure support is provided. To attend multi-agency meetings, such as adult safeguarding, child protection, community safety meetings and MARAC.

	11.
	To take on a specialism within the team and to lead in that specific area.

	12.
	To maintain an understanding of the legal duties required in relation to tackling anti-social behaviour and taking enforcement action against a breach of tenancy, or laws such as the Housing Act 1985 and the ASB Crime and Policing Act 2014.

	13.
	To ensure any successions or assignments of tenancy are completed correctly in line with the tenancy type. To assist with any further amendments of tenancy, such as adding or removing a joint tenant in line with the Housing Act 1985.

	14.
	To ensure the Council is maximising its income by progressing rent accounts and working with tenants to ensure rent is paid. To ensure the Pre-Action Protocol for Possession Claims by Social Landlords is followed. To work towards income targets to ensure as much income is collected as possible. In addition, where necessary, initiate court proceedings ensuring that the correct notices are served and appropriate records have been maintained. 

	15.
	To prepare possession cases for anti-social behaviour, rent arrears and other breaches of tenancy in preparation of court action, and attend court to represent the Council where required.

	16.
	To deliver the day-to-day income arrears management, ensuring welfare and debt management is provided. To liaise with internal and external partners where necessary.

	17.
	To keep up to date with changes to Welfare Reform and the benefit system to be able to appropriately advise tenants and support them where necessary. To maintain relationships with the DWP and other partner agencies and apply for Alternative Payment Arrangements and other assistance for vulnerable tenants.

	18.
	To work alongside the Fraud department by conducting visits with them. Additionally, to share information with the aim of reducing both tenancy and benefit fraud under the Prevention of Social Housing Fraud Act 2013.

	19.
	To encourage social mobility by assisting tenants who wish to downsize by providing the correct advice and assistance. Moreover to encourage mutual exchanges and to appropriately advise tenants who are overcrowded to ensure appropriate housing for all.

	20.
	To positively contribute towards service improvement through one-to-one, team and staff meetings and briefings.


	21.
	Liaise and work with other service providers to meet the expected outcomes for customers (e.g. allocations process, creating sustainable and mixed communities, nuisance and harassment, pre-tenancy counselling).

	22.
	To investigate reports of insecure/abandoned properties and where necessary conduct a visit to the property to make it secure. To work alongside contractors to administer varying levels of security to the property such as lock changes, the boarding of windows and full sitex hoardings. Additionally, to serve of legal notices to reclaim the property where abandoned under the Housing Act 1985, ensuring that lone working procedures are followed throughout.

	23.
	To work with partner agencies to conduct targeted anti-social behaviour operations, such as ‘clean sweeps’, and inspections in areas of key focus. To conduct joint visits alongside relevant agencies with the aim of reducing anti-social issues in these areas. To work outside of core hours on occasions, if required, and involve full days on site visiting.

	24.
	To assist the Housing Management Officer with the management of the Chilmington Gypsy and Traveller Site. This may include attending site visits for income management and displaying an understanding of both the site and the Caravan Sites Act 1968.

	25.
	To ensure that safeguarding is considered and complied with in line with the Council’s corporate policy. To make safeguarding referrals and to attend meetings with agencies to ensure that all necessary measures are taken.

	26.
	To take responsibility for area plans with tenants and residents. To ensure this process is fed by accurate estate inspections.

	27.
	To keep up to date with the latest social housing case law and legislation. To keep abreast of all local and nationwide housing topics, such as key amnesties, modern slavery and county lines, in order to understand what behaviours and/or signs to look out for when liaising with residents. 

	28.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	29.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	30.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	31.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	32.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	33.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	34.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
Essential Car User
June 2025
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PERSON SPECIFICATION
	JOB TITLE:
	Neighbourhood Housing Officer
	

	POST NUMBER:
	3179D
	


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Minimum 2 ‘A’ Levels (or equivalent) or 5 GCSEs (or equivalent) to include English and Mathematics at Grade 4 or relevant experience
Good literacy and numeracy; the ability to present items to others in writing and verbally.
	HNC/HND or equivalent in a relevant subject

Degree or equivalent in a relevant subject

Part or full professional CIH qualification

Other relevant housing qualification

	EXPERIENCE
	Experience of working for a housing management focused organisation.

Experience of working within a busy office environment, communicating at a variety of levels.


	Experience of housing management work to include rent arrears collection, estate and community management and tenant participation.



	SKILLS & KNOWLEDGE
	Knowledge of the services provided by Housing to council tenants.

Strong understanding of housing related legislation including Anti-social behavior, welfare rights and community engagement.


	Be able to demonstrate a good understanding of Housing related legislation including Anti-social behaviour, Crime and Disorder Act, Housing Acts.

Be able to demonstrate a good understanding of welfare rights and benefits, the Respect agenda and community engagement.

	OTHER REQUIREMENTS
	Ability to develop relationships and communicate effectively with colleagues, tenants and other stakeholders.

Willingness to work in a team and develop effective and supportive relationships with colleagues.

The ability to work alone as well as part of a team.

To think creatively, work under pressure and to priorities effectively.

Ability to react and adapt to changing and challenging circumstances while being sensitive and diplomatic.

The ability to be flexible within the work team environment including specialisms and patches. 
	Networking skills with the ability to negotiate with and relate to a range of customers and other stakeholders.

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  Essential Car User 





	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






