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Role Profile
	Affordable Homes Officer


Reports to:
	Lettings and Property Manager


Team:
	HAWS


Line Manages:
	None


Location:
	Based at Morfa Gele, Abergele, 


Salary, Hours and Holidays:
	Grade 6
Full-time – Fixed term, 2 years
25 days annual leave, increasing to 30 days after 5 years’ service, then a further 2 days, up to 32 days after 10 years’ service + bank holidays


Job Purpose:
	The purpose of this role is to ensure efficient letting and management of Intermediate, Rent to Own, Market Rent properties and garages, to assess suitable applicants and progress applications, to maximise income generated through rent, to successfully manage the tenancies once they are set up, and to offer support to tenants when they need it to ensure sustainability of tenancies is maintained.


Role Dimensions:
	· Responsibility to ensure that the properties are let in an efficient and successful manner in line with the expectation of Cartrefi Conwy and Tai Teg.
· Liaising with the Development Team and Tai Teg to ensure efficient letting of new units in this portfolio under both the Intermediate and Market Rent portfolios.
· To provide a service to circa 300 tenancies who are made up of young people, families, couples and the elderly and or vulnerable.  
· Properties will be located across North Wales. 


Focus and Key Responsibilities:
	· To provide a professional and high-quality tenancy and property management service for the benefit of tenants.
· To be responsible for the whole lettings process for Cartrefi Conwy inclusive of valuations (where required), liaising with Tai Teg for applicants (where required), marketing, referencing, viewings and sign ups including inventories for different tenancies including but not limited to intermediate, rent to own and market rent.
· Ensuring that the moving in and tenancy start up process is customer focussed, comprehensive and promotes tenancy sustainability.  Key elements to include, pre tenancy support, assistance with starting up utility accounts, signposting to other support services where required, setting rent payments schedules and settling in visits. 
· To be the key point of contact for any tenancy and property management enquiry from tenants. 
· To take ownership of resolving or supporting any reasonable requests made by tenants and Cartrefi Conwy.
· To ensure that properties within the portfolio remain fully complaint in accordance with our required property standards and any relevant legislation and that they are an acceptable standard for letting
· 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 for the garage portfolio. 
· 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 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 Property Services or the Development Team for prompt completion.
· Manage tenants vacating properties and “moving on” by completing tenancy termination and ensuring appropriate advice is offered, including administration of deposit returns, any recharges, former tenant’s arrears etc.

General
· The job description is designed to provide a general overview of a role, responsibilities and accountabilities and does not list every requirement. 
· Employees are expected to carry out reasonable management instructions and other duties commensurate to the role that are lawful, ethical, within the scope of their duties, and consistent with company policies and procedures.



Key Relationships:
	External:
Daily contact with tenants
Daily contact with supporting agencies/ individuals.
Regular contact with Development companies

	Internal:
Daily contact with colleagues in the HAWS Team and across other departments at Cartrefi Conwy.
Regular contact with Property Services and the Development Team regarding repairs, maintenance and property condition issues.
Regular contact with the Lettings and Property Manager





Person Specification
Qualifications:
	
	Essential/ 
Desirable
	Assessed by?
Application (A) or
(Curriculum Vitae (CV)/ Covering Letter (CL) for senior roles)
I – Interview (I) or Ability Test

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



Knowledge and Experience:
	
	Essential/
Desirable
	Assessed by? 


	Highly motivated with a proven ability to work towards and achieve targets
	Essential
	Application/
Interview

	Knowledge of housing law
	Essential
	Application/
Interview

	Experience of working directly with customers
	Essential
	Application/
Interview

	Knowledge of the local housing market
	Essential
	Application/
Interview

	Experience of rent arrears recovery
	Essential
	Application/
Interview

	Experience in assessing tenants for suitability
	Desirable
	Application/
Interview



Skills:
	
	Essential/
Desirable
	Assessed by?

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

	Good level of numeracy and literacy skills
	Essential
	Ability Test/Interview

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

	Experience of working with vulnerable customers
	Essential
	Interview

	Excellent customer service skills
	Essential
	Interview

	Ability to prioritise and manage workload effectively and work well under pressure
	Essential
	Application/
Interview

	Ability to show initiative and develop new ways of working
	Essential
	Interview

	The ability to communicate fluently both verbally and in writing through the medium of Welsh 
	Highly Desirable
	Application/
Interview

	Ability to drive in the UK with access to own vehicle (if relevant for the role)
	Essential
	Application/
Certification



Cartrefi Commitments
	
	Essential/
Desirable
	Assessed by?

	We do the Right Thing
	E
	Interview

	We Lead by Example
	E
	Interview

	We are stronger together
	E
	Interview



Equal Opportunities Statement Cartrefi Conwy are committed to Equality and Diversity in our activities and welcome applications from all qualified candidates.
*Where disability precludes, this will be reviewed with the candidates at the interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement.
Data Protection: Your personal data will be handled in accordance with GDPR and the Data Protection Act 2018. We will use your data solely for recruitment purposes and will not share it with third parties without your consent.
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