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COUNCIL




	POST NUMBER:


	CH174
	GRADE:
	F
	   JE REF:                             
	B141

	DATE REVISED:


	April 2019
	
	POLITICALLY RESTRICTED:
	No

	POST TITLE:


	Income Management Officer

	DEPARTMENT:


	Housing and 

Partnerships
	SECTION:
	Tenancy Services – Income Management

	POST HOLDER:


	

	EMPLOYMENT STATUS:


	Permanent
	END DATE (if applicable):
	N/A

	CAR ALLOWANCE:


	Casual
	DBS CERTIFICATE:
	None

	PROFESSIONAL FEE:


	Yes – one per annum
	HOURS OF WORK:
	37 per week

	REPORTS TO:


	Team Leader - Income Management

	1. Job Purpose

As Income Management Officer the potholder is responsible for the effective delivery of rent collection and arrears recovery services in respect of the Council’s housing stock.

2. Job dimension
To deliver income collection and arrears recovery services in respect of the Council’s housing stock.

To assist with monitoring the performance of income management and arrears recovery, including housing management and other charges where necessary.

3. Organisational Structure

The Income Management Officer reports directly to the Income Management - Team Leader
4. Key Responsibilities

As agreed with your line manager to take responsibility for the delivery of corporate and/or service objectives/targets as set out in annual PDP’s and/or Managing the Business plans.

Income Management

To provide income management advice, income collection and arrears recovery services which are in accordance with Council policy and relevant legislation and which include the following activities:-

(a)
The monitoring of accounts and action to prevent or recover current and former arrears in respect of dwellings and garages, including attendance at court or Review Panels where necessary.

(b)
The identification of debits which are recommended for write off.
(c)
Liaison with the DWP, Housing Benefits Section within the Local Taxation and Benefits Department.

(d)
The administration of procedures associated with Direct Debit and other income collection methods.

To contribute to the work undertaken and attend meetings with the Citizens Advice and other agencies in respect of money management, debt and welfare benefits issues.

To assist with monitoring the efficiency and effectiveness of income collection and arrears recovery services and to recommend corrective action where necessary.

To prepare reports and attend multi-agency meetings including Tenants and Residents Groups.
To participate in the formulation and implementation of plans to ensure the continued improvement of rent collection and arrears recovery such as development of the HMIT System.
Collaborative Working

To work in collaboration with other Tenancy Services Teams to ensure efficient and effective delivery of all Tenancy Services functions and duties:
To receive and acknowledge requests from service customers for all housing or housing related services and to liaise with the appropriate section to ensure that action is taken in respect of the service request.

To liaise with employees within the Housing Maintenance Section regarding the need for responsive maintenance to the Council’s housing stock.

To participate in the Council’s resident involvement strategy which may include carrying out community involvement activities such as attendance at meetings (including evening meetings) with tenants, residents, other voluntary and statutory agencies to represent the Council’s views or interests.
To participate in the formulation and implementation of plans to ensure the continued improvement of other housing services.
To deputise for the Team Leader - Income Management as required.

To undertake any other duties that may be specified from time to time by the /Team Leader - Income Management.
Note

The postholder will be required, on occasions, to attend meetings during the evening and at weekends.

5. Decision Making

The postholder will be expected to act and advice on a wide range of issues and topics, plan and undertake their own work programme but will work under the general direction of the Team Leader - Income Management.

The postholder will be expected to bring professional judgement and legal interpretation of the relevant acts as they apply to this function.

6. Complexity/Problem Solving

The post involves a wide range of topics and issues which will require working with customers and other employees, both within the Housing Department and other Directorates.  
The postholder will, therefore, need good verbal and written skills.
The level of problem solving will relate to the interpretation of the Council’s policy and procedures and carrying these out effectively.

The postholder will need to be able to work to specified timescales.

7. Impact on End Results

The postholder will have an important impact on service provision in respect of income collection and arrears recovery management and will influence the achievement of both corporate and housing objectives.

An error of judgement may seriously inconvenience individuals.

8. Knowledge and Skills

Experience of working in a social housing related area, with a working knowledge of rents arrears procedures and knowledge of legislation linked to social housing and associated areas and an understanding of the legal tools that can be used to secure and recover current and former rent arrears.

IT skills sufficient to procedure new and interrogate existing documentation using Microsoft Office packages such as Word, Excel, PowerPoint.

Written communication skills sufficient to compose correspondence and write formal reports. Numeracy skills sufficient to compile statistics and understand rents accounts, ideally with 5 GCSE’s at grade A-C (or equivalent) including Maths & English.

A Qualification in social housing or related discipline, such as NVQ Level 3 in housing would also be advantageous.
9. Communication and Contacts

The postholder will be involved both within the Council (Members and Officers) and with external agencies Tenants and Residents Groups and the general public.

The postholder will be required to report verbally and in writing to the Income Management Team Leader.

The postholder will be required to give housing advice to the general public and external agencies.




	10.
General Principles
Training and Development
Each employee has a responsibility to develop the skills, knowledge and ability required to meet the challenges of their own job and the objectives in their Service Area’s Business Plan.

Supervisors, especially, are charged with the responsibility for holding development discussions with employees, either individually or in groups, to ensure compliance with the Council’s Personal Development Review Process.

Equal Opportunities
The Council is committed to ensuring equality of opportunity and to the principle that employees should be entitled to work free from intimidation or harassment.

All employees have a responsibility not only for their own behaviour but for the behaviour of others regarding equality of opportunity.  Any act of discrimination must be avoided and any incidents reported accordingly.

Safeguarding Children 
The Council is committed to promoting a culture which safeguards children in line with The Children Act 2004.  Employees are expected to carry out their role and responsibilities with due regard to the welfare of children at all times.  The Council is committed to ensuring that all employees are supported in respect to their safeguarding children duties.
Health and Safety

The Council recognises its responsibility as an employer to provide a safe and healthy working environment for all employees and accepts the obligations imposed by the Health and Safety at Work etc. Act 1974 and subordinate legislation.
Employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions and to comply with the Council’s health and safety policies or procedures.
The duties of the post may be varied by the deletion of any of the tasks specified or by the addition of associated work.



	The Job Description has been agreed by:-

	Job Holder: 
	Date:

	Manager:
	Date:
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