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	JOB DESCRIPTION


	1. JOB DETAILS

	JOB TITLE
	Accommodation Officer (Conwy Housing Solutions)

	REPORTS TO
	Lettings and Property Manager 

	DIRECT REPORTS
	None

	TEAM
	HAWS Conwy Housing Solutions (Neighbourhood Services)

	LOCATION
	Old Colwyn/Abergele and home working 

	SALARY DETAILS
	Up to £27,285 per annum (37 hours per week)


	2. PURPOSE 

	To deliver a comprehensive tenancy and property management function on behalf of Cartrefi Conwy working in partnership with Conwy County Borough Council under the partnership of Conwy Housing Solutions


	3. DIMENSIONS Scale & Diversity

	To be responsible for the management of  temporary accommodation which Cartrefi Conwy delivers on behalf of Conwy County Borough Council 
The service will be delivered in accordance with an agreed service specification. 
The profile of tenants range from young people, families, couples with no children, and the elderly.  Tenants have a mix of needs and vulnerabilities.

Properties will  be located across North Wales 


	4. MAIN ACCOUNTABILITIES 

	To provide a comprehensive tenancy and property management service for the benefit of Conwy Housing Solutions tenants and landlords.

To be the key point of contact for any tenancy and property management enquiry and to and take ownership of resolving or supporting the resolution of requests made by tenants and landlords.

Co-ordinate all supporting evidence relevant to the property condition (Property conditions report, Gas and Electric Certificates, Asbestos Management Surveys, Full Inventory including photo’s etc) and ensure these records are maintained and kept up to date.
Ensuring that the moving in and tenancy start up process is customer focussed, comprehensive and promotes tenancy sustainability.  Key elements to include liaison with Homeless Service colleagues and Private Sector Access Officers, pre tenancy support, sign up, drawing up inventories rent payments schedules and settling in visits. 

Ensure that rent is collected and arrears are minimised by applying a problem solving approach, advising and helping tenants to apply for appropriate welfare benefits and arranging payments and repayments as required.  
Ensuring the rental income is maximised by managing Void Periods effectively to ensure a prompt and efficient turnaround of properties in conjunction with Cartrefi Conwy’s Property Services and approved contractors.

To minimise, monitor and react promptly to complaints of anti-social behaviour. Consulting and liaising with outside agencies such as the Police and Social Services, etc. and to work with the ASB unit and Homeless Service colleagues, to enforce breaches of tenancy, to include serving notices, preparing court papers, liaising with the legal team and attending court and supporting the bailiff at eviction.
To offer support, advice and understanding in dealing with all applicants and tenants. 
To identify and address support needs of tenants in order to ensure their tenancies are managed appropriately in line with their Terms and Conditions of occupation.  Where appropriate offer low level support and identifying and initiating additional tenancy support via other agencies through timely and relevant referral and signposting. 

To attend meetings with other agencies when required and to work with other agencies to resolve any housing related concerns of tenants in temporary accommodation
To carry out routine property inspections on a regular basis to address any issues arising from these inspections to help develop safe and well maintained properties identifying repairs obligations to landlords or Property Services for prompt completion.

To deliver a high quality service to landlords and tenants across the portfolio.

To liaise with landlords and tenants regarding improvements and maintenance required to properties within the Leasing Scheme either as a result of Void Turnaround or Responsive Repair, ensuring recharges are identified and progressed as appropriate.
Manage tenants vacating properties and “moving on” by completing tenancy termination and ensuring appropriate advice is offered, including administration of recharges, former tenant’s arrears etc.
To ensure that the highest possible standard of data quality within the organisations housing management system is adhered and ensure all standards of data protection are adhered to


	5. CORPORATE ACCOUNTABILITIES 

	To actively support the overall delivery of Cartrefi Conwy’s objectives to provide an excellent, innovative and truly customer focused service.

To contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy, to, promote and maintain a positive attitude and image at all times.

To positively promote Cartrefi Conwy’s values; constructively challenging traditional ways of working, contrary behaviour or comments.

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.

To ensure compliance with Cartrefi Conwy’s Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Assembly Government Regulation.

To support the development, review and implementation of policies and procedures, in particular of: 

· Health, safety and welfare initiatives

· The associations principles on Equality and Diversity

· Risk management initiatives

· Performance management practices

To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

To work collaboratively in cross functional working groups where required.


	6. WORK CONTEXT 

	The role will be carried out across North Wales inside tenanted and vacant properties and away from the office environment.  The regular use of ICT systems and technology is a requirement of the post.


	7. AUTONOMY AND DECISION-MAKING 

	It is expected that the post holder will work autonomously and will be responsible for undertaken the full range of housing management functions with minimal supervision. 

The post holder has a degree of autonomy to manage their own time, prioritise and plan the working week within the scope of the role however they will be expected to follow the Associations policies and procedures in respect of variety of housing management tasks they are responsible for. 


	8. COMMUNICATIONS 

	INTERNAL
	Daily contact with colleagues in Conwy Housing Solutions Team.

Regular contact with Property Services regarding repairs, maintenance and property condition issues.

Regular contact with Lettings and Property Manager

	EXTERNAL
	Daily contact with tenants

Daily contact with supporting agencies/ individuals.

Regular contact with Private Landlords.


	9. AREAS OF COMPLEXITY

	Meeting the expectations of tenants and private landlords may offer some complexity to the post as their aspirations are not always aligned with the resources and capabilities of Cartrefi Conwy. 
Supporting vulnerable tenants and arranging a multi-agency support network.


	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
	


	Person Specification
ACCOMMODATION OFFICER


	ACADEMIC / PROFESSIONAL QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	Achievement of or progression towards a relevant professional qualification (i.e. CIH)
	Highly Desirable
	Application & Certification

	KNOWLEDGE & EXPERIENCE
	
	

	Experience of working in a housing related or related field
	Essential
	Application & Interview

	Knowledge of legal processes associated with Social Landlord and Tenant relationship
	Essential
	Application & Interview

	Experience of working directly with customers
	Essential
	Application & Interview

	Experience of rent arrears recovery
	Desirable
	Application & Interview

	SKILLS
	
	

	Microsoft Office;  Word, Excel (Basic User Level)
	Essential
	Ability Test

	Good level of numeracy and literacy skills


	Essential
	Ability Test

	Ability to work on your own initiative, as well as part of a team
	Essential
	Interview

	Interpersonal skills, to deal sensitively and professionally with tenants experiencing difficulties
	Essential
	Interview

	Ability to analyse and interpret policies and information
	Essential
	Ability Test / Interview

	A full UK driving licence and regular use of a vehicle for work purposes*
	Essential
	Application & Certification

	Welsh Language Skills 
	Highly Desirable
	Application & Interview

	CORE CARTREFI
	
	

	Committed to Quality
	Essential
	Interview

	Respectful
	Essential
	Interview

	Doing the Right Thing
	Essential
	Interview


Cartrefi Conwy are committed to Equality and Diversity in our activities

* Where disability precludes, this will be reviewed with candidates at interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement. 
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