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JOB DESCRIPTION

	 Job title:
	Senior Housing Officer

	 Team: 
	Anti-Social Behaviour and Tenancy Management

	 Service area: 
	Places Services

	 Responsible to:
	ASB and Tenancy Manager

	 Position reference:
	C21

	 Contract type:
	Permanent

	 Grade:
	7

	 Hours of work:
	37 hours per week, Monday to Friday

	 Out of hours working/Standby:
	Yes/No

	 Location:
	Hinckley Hub

	 Hybrid working:
	Yes, by agreement

	 Politically restricted:
	No

	 Criminal record check:
	Enhanced

	 Driving licence type:
	Full UK Driving licence

	 Vehicle use:
	Grey fleet (own car) 


[bookmark: _Hlk219972496]


Job purpose

[bookmark: _Hlk219971489]To ensure delivery of a customer focused tenancy management service with a focus on early intervention and prevention. To provide effective management of tenancies to ensure tenancy conditions are enforced and rental income is maximised. To lead the team to provide holistic housing advice to tenants and provide estate management services to contribute to creating safe and thriving communities. 

The Tenancy Management Team Leader will support the ASB and Tenancy Manager to deliver and manage these services, including interventions, diversion and enforcement.

Key duties and responsibilities

1. To effectively support the delivery of all functions undertaken by the Tenancy Management team and to achieve excellent customer-focused services.
2. To undertake line management responsibilities for the Tenancy management team including staff rota’s, annual leave, staff supervision and corporate complaints.
3. To undertake case supervision, directing work as required and to work alongside the Community Protection Coordinator to give direction on ASB cases.
4. To ensure that visits and actions are progressed by the Housing officers in relation to enforcement of the council’s tenancy conditions.
5. To ensure that the Tenancy management team progress the relevant action in line with the ASB policy and procedure and in conjunction with the relevant legislation and support the delivery of timely interventions and ensure that they are used to tackle anti-social behaviour at an early stage.
6. To support the team to identify vulnerable tenants and ensure a response is progressed across the team in order to best support our customers and meet their needs, including referrals to partner agencies.
7. To support the delivery of effective tenancy management services, focusing on early intervention and prevention, ensuring support and signposting to tenants is provided and tenancy conditions are enforced where necessary.
8. To ensure that general estate management issues such as garage sites, communal areas, untidy gardens are appropriately actioned and responded to.
9. To support all functions of rental administration, including maximizing rent collection, providing support and signposting to tenants in financial difficultly and taking firm enforcement action where necessary, in line with the policy and procedure.
10. To monitor weekly arrears recommendations and ensure processes are being followed.
11. To oversee and organise year end processes, including rent setting and tenant communication.
12. To oversee and produce the relevant data needed for monitoring purposes including rents ASB and tenancy management.
13. To oversee the former tenant arrears procedure, maximising opportunity for debt recovery
14. To support the team and assist in the development and progression of resident involvement services.
15. To ensure the appropriate legal action is being taken where necessary.
16. To support the objectives of the Endeavour Community Protection team, contributing to a coordinated, responsive approach to community protection issues and facilitating partnership work to tackle issues jointly.
17. To ensure team liaison with other council service areas and external agencies and partners in order to develop a suitable joint working response to issues.
18. To attend and input into any meetings as delegated by the ASB and Tenancy Manager
19. To contribute to the Community Safety Partnership structures such as the JAG and Endeavour.
20. To provide reports and written or oral briefings to relevant bodies and organisations.
21. To be a Designated Safeguarding Officer.
22. To ensure compliance with data protection principles and information sharing agreements within the services the post holder is responsible for.
23. To ensure that all case management procedures are adhered to and clear, consistent case notes are kept at each stage of involvement with a customer.
24. To lead and develop the service in line with changes to legislation and best practices.
25. To ensure the effective operation within the team of corporate personnel policies and practices, particularly in relation to the officers' code of conduct, safeguarding policies and procedures, financial and contract rules and procedures, appraisal, development, data quality, absence management, health and safety, discipline, grievance and equalities.

26. To undertake such duties as are appropriate to your grade and hours of work as may reasonably be required.
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Candidates
When completing your application form, please address your answers directly to each of the selection criteria below in your supporting statement. This enables the recruiting manager to access your ability to meet each essential and desirable criteria. 
	Essential Criteria
	Desirable Criteria


	Qualifications

	1. Must have a good standard of numeracy and literacy.
2. Must be willing to attend and participate in relevant training programmes.
	3. Degree in care related or housing subject or equivalent.
4. CIH (Chartered institute of housing) qualification (or equivalent provider)
5. ASB qualification

	Relevant experience and professional knowledge

	6. Experience of dealing with clients in one-to-one and group situations. 
7. Experience of housing management
8. Experience of ASB management. 
9. Practical experience of applying housing and ASB legislation, including tenancy enforcement.
10. Experience of rent recovery processes, including court experience.
11. Experience of working in a multi-agency way.
12. Experience of working with clients with a wide range of needs in order to address and respond to issues.
13. Experience of working with sensitive and confidential information in compliance with data protection requirements.
14. Experience of managing  aA caseload and the ability to maintain accurate, confidential and accessible records.
15. Experience of signposting and supporting individuals to access a range of services.
16. Experience of safeguarding individuals at risk.
17. Experience of making decisions on high risk individuals and cases
18. Experience of leading meetings and directing others to ensure positive outcomes
19. Experience of lone working and safety planning.
20. Knowledge of relevant housing and ASB legislation.
21. Ability to use a computerised housing management and ASB system.
22. Empathy with a customer care philosophy.
23. To have a working knowledge of safeguarding vulnerable members of the community.
24. Ability to understand, interpret and make decisions in matters relating to housing and ASB policy.
25. Must be able to communicate effectively with colleagues and the public, orally and in writing.
	26. Supervisory or line management experience.
27. Knowledge of welfare and benefit services.

	Skills and abilities

	28. Ability to find innovative solutions to customers' issues.
29. Be able to withstand pressure and make judgments without rigid attitude.
30. Must be committed to customer care and equal opportunities.
31. Be self motivated, assertive, but tactful and sympathetic. Must be ready to accept responsibility for decisions taken and to work on own initiative within guidelines.
32. Must have the ability to work under pressure, without supervision, and as part of a team. Must have a flexible approach to work.
33. Ability to work with a wide range of agencies to provide support to customers.
	

	Other

	34. Must be able to undertake visits and inspections, including climbing of stairs as required.
35. Must hold a current driving licence.
36. Must have owned transport.
	

	Diversity and Inclusion 

	37. Demonstrate an understanding and commitment in relation to equal opportunity and the ability to implement these policies in the workplace.
	

	Health and Safety

	38. Demonstrate an understanding of the requirement to take reasonable care for the health, safety and well-being of yourself and others in the role and those who may be affected by acts or omissions at work.
	



Our Values and Behaviours Framework

WHO WE ARE
At Hinckley & Bosworth Borough Council, we’re passionate about delivering outstanding services to our community—and our people are at the heart of this mission. Every resident and customer deserves the highest standards of professionalism from our teams, and together, we’re dedicated to making life better for everyone in Hinckley & Bosworth by providing top-quality services.
We’ve crafted a clear set of values and behaviours that define what matters most to us as a Council. These values have been reviewed and refreshed to respond to and build upon the positive feedback received in the Peer review 2024 and to reflect the aspirations and views of employees.
These values drive everything we do, guiding us to make the right choices in the right way. Our behaviours are designed to bring these values to life, ensuring they’re woven into our daily actions.
Hinckley & Bosworth Borough Council are one team, united in our commitment to quality and integrity and driven to deliver excellence for our community, making the most of our resources and living our values every day.
Our values are who we are.

[image: Image of Positive value, image with thumbs up surrounded by hearts]
We are energetic and passionate, proud of and dedicated to our area.
[image: Image of Ambitious value, image of bar graph showing progression]
We strive for excellence. We learn, innovate, challenge, seek out opportunities and embrace new ideas.
[image: Image of Collaborative value, image showing cogs interlinking and working together]
We trust, respect and are honest. We listen to each other, to our communities and to our partners and work with them supportively to get things done.
[image: ]
We put the needs of our customers first. We care about being the best we can be and take responsibility for our actions.
Flexible Working Arrangements and Reasonable Adjustments

Flexible working arrangements where possible are supported on request. Reasonable adjustments will be considered under the Equality Act 2010 throughout recruitment and employment.
Guaranteed Interview and Disability Confident Scheme
[image: Disability Confident Logo
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]We are a Disability Confident Employer. This means we work to make sure that disabled people and those with long term health conditions have opportunities to fulfil their potential and realise their aspirations. 
We are committed to interview any applicant that declares they have a disability and meets the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
This commitment supports fair access to employment and complies with the Equality Act 2010.
Confidentiality of disability and reasonable adjustment information
Any information provided about disability, health conditions, or reasonable adjustments will be kept confidential and used only for the purpose of making appropriate adjustments. This information will not be shared with shortlisting or interview panels unless necessary to implement agreed adjustments at interview.
Care Leaver Friendly Employer Charter

As a care leaver friendly employer, we offer a guaranteed interview (and constructive feedback) to applicants who identify as care experienced and meet the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
To administer this scheme, the recruiting manager(s) will be able to see your response to this question.
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