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JOB DETAILS
	Job Title
	Housing Officer 
	Line Manager
	Bethany Homes Manager

	Grade Level
	Level:3
	Spine Pt Range
	  18 - 22
	FTE Salary Range
	£11,093- £12,180

	Section/Unit
	Bethany Homes
	Directorate
	Housing and Support

	Location
	Working across Bethany Homes accommodation portfolio 

	Hours
	18.5 hours per week
	FTE
	0.5

	O R
	Required to be in sympathy with the mission, ethos and values of Bethany Christian Trust
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JOB PURPOSE

The Housing Officer will ensure the efficient outworking of supported tenancy management functions across Bethany flats, predominately in the City of Edinburgh, but also across other localities where Bethany owns properties such as Glasgow, Aberdeen, and Dumfries. Responsibilities will include letting, inspecting, and management of properties, helping to meet occupancy targets, working closely with the tenants to provide the highest level of care, including dealing with the day-to-day issues of housing and property management, supporting the tenants with rent and maintenance issues, and also providing Bethany Homes administrative support as required.
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MAIN RESPONSIBILITIES      

	
	Description
	Approx %

	1
	Undertake residential property management and housing tasks relevant to supported tenancies including assessment of potential tenants, tenancy sign-ups, housing benefit applications, quarterly inspections of properties, reporting maintenance issues, exit inspections, and preparing and assigning scope of works on void properties.  In conjunction with the Bethany Homes team, supply and/or replace all items required in fully furnishing the property, and organise any redecoration or repairs in preparing it ready to let.  
Liaise with supported tenants and the Council to respond to changes in circumstances, income/earnings, and benefits. 

Pursue housing benefit, council tax, water/waste water charges, and other service utility issues with the relevant authorities. Pursue all rent and other arrears with tenants and former tenants.

Provide high standards of support to those who use the service.
	50%

	2
	Engaging with the supported tenants with the emphasis of building the self-esteem, confidence and a sense of purpose that enables people to make positive choices relating to tenancy sustainment. Making appropriate referrals to other services where necessary.
	35%

	3
	Assist Manager in the interpretation of housing legislation and policy, and other related housing/letting agency policies, and assessing the impact on the Trust.
	5%

	4
	Maintain the housing management database and file systems for recording of tenant’s details, housing benefit income, and other property related recorded data including the reporting of property maintenance issues.
	10%


4 PLANNING AND ORGANISING
· Arranging the issuing and ending of tenancy agreements, maintenance repairs, keys, inventories and other necessities in a timely and accurate manner.
· Process demand notices such as council tax, factors fees, utilities during void periods and any communal repairs.                       
· Pursue rent, water and wastewater charges, repair charges and other                   financial arrears.
· Plan and carry out quarterly property visits, and exit inspections on properties, including scoping of works for managing and ending tenancies.
· Prioritise and plan own workload in line with service targets.

· Completion of online housing benefits forms and associated administration.

· To process financial data, including purchase orders and invoices as required. 

· Record and monitor housing/residential letting requirements, including PAT testing, Landlord gas safety certificates, EPC certificates, Legionella risk assessments and EICR’s.
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 PROBLEM SOLVING
· Carry out interviews, assessments and allocation of void flats for suitable supported tenants.
· Responding to tenant and support agency enquiries.
· Resolving housing benefit issues.  
· Advising supported tenants when there is a suspicion of breach of tenancy conditions, and advising them of the best alternative course of action.
· Dealing with Landlords, Landlord accreditation, and Landlord registration matters.          
6          DECISION MAKING
· Assist Manager in issuing warnings in line with protocol when breaches in tenancy agreements occur in the Occupancy Agreements, or the Scottish Private Residential Tenancy Agreements.
· Recommendations from interviews and assessments in relation to allocation of void flats for suitable supported tenants.
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KEY CONTACTS AND RELATIONSHIPS
· Bethany Homes Manager – the post holder will work closely with the Manager to ensure service delivery is of a high standard.
· Tenants who use the Bethany Homes Service– ensuring excellent working relationships and a high standard of support and housing services.
· External agencies including support agencies, local housing associations, Social Work, and other Landlords.
· Bethany Homes Team as well as other staff teams within Bethany.
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KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB
The qualifications and characteristics that will be required of the person undertaking the role are:
Essential

· A recognised appropriate Level 3 qualification in either, Letting & Managing Residential Properties or Housing Management, or willingness to work towards such a qualification.

· Letting and managing residential properties and/or housing management experience.
· Experience of maintaining accurate records and paperwork.
· Competent in use Microsoft Office applications.
· Good organisational skills.
· Strong report writing and other communication skills.
· A commitment to working in partnership with other organisations in order to fulfil the company’s aims and objectives.
· Ability to prioritise & work under pressure.
· Ability to maintain clear & accurate records.
· Flexibility to respond to a changing environment.
Desirable

	· Competent in the use of housing management software.
· Experience in networking and partnership working with other organisations.
· An understanding of the client group and issues surrounding homelessness.
· Experience of team working. 
· Full current UK driving licence and preferably access for use of a car.
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 DIMENSIONS
· The post holder reports to the Bethany Homes Manager, and ultimately to the Director of Housing and Support.

· The post holder will liaise with the Bethany Homes Team as appropriate in the undertaking of housing, property, and tenancy management tasks.
· Bethany Homes, regulated under the Scottish Government Letting Agent Regulation, and as such, all work undertaken by the post holder will adhere to Letting Agent Code of Practice.
· The post holder has no direct reports but will supervise and support volunteers.
· The Bethany Homes Manager will regularly meet with the post holder, either in person or virtually, to ensure that progress and activity, including outcome evaluations and output statistics are shared.
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QUALITIES AND ATTITUDES
Culture - Our standard is LOVE

We SERVE others before ourselves

We VALUE each person

            The post holder will be expected to promote a common understanding of what the organisation’s values mean, and critical to success, consistently model the values in all activities and relationships.
11      JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION 
The post holder is required to be in sympathy with the Christian ethos of Bethany. 
This post, under the Protection of Vulnerable Groups (PVG) Scheme undertakes regulated work as part of the normal duties and therefore requires membership of the PVG (Adult) scheme by the post-holder. Specifically the regulated work includes providing one to one support on a regular basis to protected adults. 
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