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	Post Title:  Income Management Officer
	Post Number:  CH174

	Division:  Tenancy Services
	Grade:    F

	JE Ref: B141
	Date Revised:  June 2016


This form sets the standard for the person needed for this job, and also suggests the questions to be asked at short listing and interview stages.  The requirements are job-related and described using appropriate words and marked E (Essential) or D (Desirable) as appropriate.  There will not necessarily be an entry in every box.

	
	REQUIREMENTS
	ESSENTIAL (E) OR DESIRABLE (D)
	MEASUREMENT

(SEE BELOW)

	EXPERIENCE

	Experience of working in a social housing related area, with a working knowledge of rent arrears procedures.
Understanding of the legal tools that can be used to secure and recover current and former rent arrears.
Experience of working in frontline customer services.
	E

E

E
	1 & 3
1 & 3

1 & 3

	SKILLS REQUIRED


	Written communication skills sufficient to compose correspondence and write formal reports.
Oral communication skills sufficient to provide clear and concise advice to customer and deal sensitively with debt recovery and family budgeting advice.
Oral communication skills sufficient to represent the Council at County Court possession proceedings and warrant appeals.
Ability to input and interrogate data using the Council’s housing management system.
Numeracy skills sufficient to compile statistics and understand rent accounts.
IT skills sufficient to produce new and interrogate existing documentation using Microsoft Office packages such as Word, Excel, PowerPoint.
	E
E

E

E

E

E
	1 & 3
1 & 3

1 & 3

1 & 3

1 & 3

1 & 3

	KNOWLEDGE BASE


	Knowledge of legislation linked to social housing and associated legislation.
Knowledge of “best practice” in debt recovery procedures.
Awareness of the procedures and priorities within housing management at the current time.
	E
E

E
	1 & 3
1 & 3

1 & 3

	QUALIFICATIONS / TRAINING
	GCSE Grade A-C or equivalent to include Maths & English (or equivalent vocational experience)
Qualification in social housing or related discipline, such as NVQ Level 3 in housing.
	E
D


	 1 & 4
1 & 4

	ATTITUDE / MOTIVATION


	Capable of achieving targets against tight deadlines
Self-motivated and able to act on own initiative
Able to demonstrate a commitment to improving customer care and tenant participation, through new initiatives and policy improvement.
Able to demonstrate an understanding of the importance of confidentiality in the role.

Able to demonstrate a commitment to delivering a high quality service.
	E
E

E

E

E
	3
3

3

3
3

	OTHER REQUIREMENTS


	Able to visit sites across the district in order to undertake interviews with customers, attend court and serve of possession proceedings

Able to demonstrate a commitment to cross team working on complex tenancy enforcement / management issues
	E
E
	3
3

	
	
	
	

	MEASUREMENT


	1. From

application

form
	2. By test after

short listing
	3. Probing at

interview
	4. Documentary

evidence
	5. Other

(Please specify)






PERSON SPECIFICATION





Total number of essential criteria measurable from application form	= 13


Total number of desirable criteria measurable from application form	= 1	
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