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	Job Title: Property Management Officer

	Service Area Housing


	Directorate: 
Inclusive Economy and Housing
	Post Number:


	Evaluation Number:



	Indicative Grade:  PO2

	Date last updated: 



Overall Purpose of Job

To provide a high quality customer focused tenancy management service to the Councils tenants, and all internal and external partners or organisations working with the Council.

To manage a property portfolio providing a full lettings and property management service, undertaking all aspects of lettings, landlord and property management services as required for a range of tenancy types.
Job Context 
The post holder has no line management responsibility.

The post holder holds no budget responsibilities.

The post holder may be required to work outside of normal office hours, including some weekends and evenings, to meet service requirements. This will achieved by utilising ‘time off in lieu’ arrangements.

Tasks and Accountabilities 

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall under the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time 

1. To provide a first class customer focused service that meets or exceeds customer expectations. 
2. To be responsible for a portfolio of temporary accommodation properties and accommodation managed on behalf of external accommodation providers where appropriate, you will carry out viewings, sign ups and manage terminations as required, and effectively manage all aspects of the tenancies for their duration irrespective of the tenancy type
3. To deal sensitively with tenants paying particular attention to vulnerability, assisting them to sustain their tenancies and address tenancy breaches, providing advice, support and signposting to clients and tenants.
4. Undertake property inspections to ensure tenancies are being conducted satisfactorily, and identify any tenancy issues or breaches 
5. To work in partnership with tenants, colleagues and other agencies to effectively manage and resolve any tenancy issue which arises including breaches of tenancy, before escalating and undertaking appropriate enforcement action.

6. To assess and regularly review the individual needs of residents, with a view to sourcing and matching alternative housing, supporting residents to move on to more suitable accommodation where possible.

7. To use intelligence and local knowledge to understand the local housing market and related issues.
8. Maintain excellent relationships with key stakeholders and partners, such as contractors, members, Adults/Childrens Social Care,Revenues and Benefits for example.
9. To identify, report and monitor repairs to properties and effectively manage contractors ensuring effective, efficient and customer focussed delivery of services relating to communal areas, facilities and estates
10. To ensure that all files and records are updated using the appropriate corporate systems and to use information technology proficiently, for monitoring, record keeping, case management and statistical analysis purposes, and prepare reports as required.
11. To maintain a working knowledge of all relevant legislation, specifically the Landlord and Tenant Act 1985, the Housing Act 1988 and  the Housing Act 1996 (as amended), and health and safety and fire regulations as they apply to landlords and property management

12. To undertake interviews and home visits outside normal office hours, as appropriate.
13. To have an in depth understanding of legal processes and an ability to apply these correctly as part of the case management process. This will include preparing cases for court where enforcement action is required to address tenancy breaches, to collate evidence including providing statements and all exhibits for court proceedings, attending court to give evidence on behalf of the Council, arranging and attending evictions, securing properties, arranging for removal, storage and carrying out follow up action.
14. To manage and respond to enquiries and complaints from residents and elected members concerning the provision of services
15. To work with minimum supervision to agreed service standards and ensure deadlines are met. To cover colleagues as directed.
16. To carry out any other duties that maybe required within the purpose and grade of the job
	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.



	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.
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	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

	CRITERIA


	METHOD OF ASSESSMENT

	KNOWLEDGE:

Knowledge of the major factors, influences and challenges facing local government relating to
homelessness and temporary accommodation 
Understanding of sensitivities in dealing with a vulnerable client group whilst achieving positive outcomes
Knowledge of relevant legislation with regards to managing temporary accommodation in particular the Landlord and Tenant Act 1985 and the Housing Act 1996 (as amended).
An understanding of Health and Safety as it relates to property management
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	QUALIFICATIONS: 

No specific qualifications essential

EXPERIENCE:

2 year’s lettings and property management experience relating to assured shorthold and, non-secure tenancies

Experience of resolving sensitive issues and using tact to calm, mediate and resolve issues.

Experience of court procedures and representing an organisation effectively in court proceedings.  
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	SKILLS AND ABILITIES:

Ability to prioritise workload, organise and expedite work, including meeting deadlines with minimum supervision.

Excellent IT skills in a range of systems

Ability to present written and oral reports to a range of audiences.

Ability to respond calmly in challenging situations to address and resolve issues, not only by formal / legal processes but by mediation and persuasion.

Ability to apply relevant legislation, policies and procedures.

An ability to work using own initiative, manage and respond quickly to change in circumstances and respond calmly and logically in emergency situations.
Proven ability to reason, adjudicate and challenge confidently on complex and politically sensitive issues
Ability to work flexibly as part of a team

Ability to understand court procedures and be able to represent Council effectively in court proceedings.
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	PERSONAL STYLE AND BEHAVIOUR
Regularly reviews, and takes responsibility, for the quality of their service and acts upon feedback to improve both quality and delivery

Is proactive in generating ideas and solutions across the service

Delivers what they promise and continuously strives to improve performance  

Aware of their own responsibilities and accountabilities and takes responsibility for their own actions

Good attendance and satisfactory health record in relation to the Council’s sickness and absence procedures and policy.

Willingness to work outside normal office hours and attend evening meetings as required. 

A commitment to customer care and equality issues  
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