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Job Description

	1. POST DETAILS

	Business Unit: 
	Housing 

	Post Number:
	E0066

	Working Hours: 
	37 hours per week

	Grade: 
	8

	Work Base: 
	Addlestone Civic Centre 

	Prepared/Agreed by: 
	Maggie Ward / Ellie Slade

	Date: 
	May 2023

	
2. ORGANISATIONAL RELATIONSHIPS


	Reports to: 
	Housing Systems Revenue Manager 

	Deputising Responsibility: 
	None

	Directly Supervises: 
	None

	Indirectly Supervises: 
	None

	
3. JOB PURPOSE / OBJECTIVES 

Member of a team that administer an IT system and financial administration for the Housing Business Unit. There is a focus on digital efficiency and constant system improvement. The team has specialist knowledge of the Housing system and supports users on day to day issues, manages system upgrades,  provides guides and training for users, and manages the functionality that supports income collection. The Housing Business unit has an integrated system with modules for allocations, homelessness & housing advice, tenancy management and rent collection, a number of modules to manage day to day repairs, planned major works and health and safety compliance. The team carry out a range of administrative tasks to support the payment of invoices to suppliers and the collection of income including, direct debit provision, repairs ordering and invoicing, refunds, rent account adjustments, recharges and service charges.  There are daily weekly, monthly and annual processes to ensure that all the income and expenditure is correctly allocated and our accounts balance, these are created, scheduled, and monitored as required. 

This role focuses on administrative tasks and system updates with support from senior officers in the team. Day to day supervision to be provided by Housing Systems & Revenue Officers




	

	4. MAIN DUTIES OF THE POST

	
1. Provide system and financial administration support to the users of the Housing IT systems.

2. Use Business Objects to run reports on performance, activity and non-conformities as required. 

3. The role will be required to monitor correct expenditure against budget codes and undertake system interrogation and analysis to rectify coding errors where they occur.

4. Support the Customer Services section in use of the Customer Services Module, providing additional configurations as and when needed to ensure the system enables contact raising and routing as required. 

5. Carry out adjustments to the system in respect of debits, refunds, write offs, new accounts, recharges, service charges, court costs, former tenants etc.

6. Administer a help desk style service for the housing department and help to resolve queries concerning the Housing IT system.

7. Administration of Direct Debits, creating new ones, amending, and cancelling existing ones, adjusting instalments for changes in net rent. Creating payment files for BACS

8. Assist in the testing of any software upgrades and new functionality.

9. Where needed reconcile expenditure on the Housing system with the Council’s finance system.

10. Assist in introductory training for new system users.

11. Update the housing IT system with new tenancies, rent accounts and any tenancy changes. 

12. Update the housing IT system to ensure that tenant contact details are accurate so we can maintain contact with tenants by text and email using automated process.

13. Assist with the requirements of online resident engagement including creation of surveys. 

14. Assist with the recovery of former tenant debts, liaising with the Council’s Credit Agency as necessary.

15. Create recharge invoices for tenants and leaseholders.

16. Process invoices received by the Housing Business Unit from external suppliers ensuring payment is made within the terms and conditions using the correct budget. 

17. Ensure documentation relating to financial transactions is saved to the document management system.

18. Raise purchase orders and works orders as required, delivering orders, and completing works orders on the system ensuring processes completed and auditable. 

19. Administrate the payment and registration of utility bills, registering the Council as the user on the supplier portal when required. 



20. Input data to the Housing System as required either manually or by a bulk data load.

21. Any administrative tasks that are required for the efficient management of the Housing Business Unit.

22. Support users of all modules with standard letter templates, texts, and emails within the system. 






	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.








Person Specification

	Please indicate whether the criteria is assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
	
	

	Good standard of education in particular Maths and English
	x
	

	
	
	

	
	
	

	Desirable Qualifications
	

	

	‘O’ Level or BTEC in a relevant subject area
	x
	

	
	
	

	
	
	

	Essential Working Experience
	
	

	
	
	

	Experience of financial administration 

Experience of dealing with  customers 

Experience of using computerised systems
	x

x
	x

x


	
	
	

	Desirable Working Experience
	
	

	
	
	

	Experience of working in a public sector role, preferably a housing function
	x
	x

	
	
	

	Knowledge of the role and function of a local authority housing provider
	x
	x

	
Knowledge or experience of using housing systems, such as NEC Housing

Experience maintaining financial records.

Experience of on-line services

Experience of engaging customers online 

Experience of testing software

	
x

x

x

x

x
	
x

x

x

x

x

	Essential Skills/Attributes
	
	

	
	
	

	Computer/Keyboard skills, including inputting of data.

Strong MS Excel skills

Ability to communicate clearly, verbally and in writing.

Excellent listening skills


Proficient Numeracy and Literacy skills
	x

x

x

x


x
	x

x

x

x


x

	
Ability to record and relay detailed information
	
x
	
x

	
High level of accuracy and attention to detail

	
       x
	
x

	Ability to prioritise workload.

	x
	x

	Desirable Skills/Attributes
	
	

	
	
	

	
	
	

	Essential Personal Qualities
	
	

	
	
	

	Flexible, adaptable, and able to remain calm under pressure.

Honest and reliable

Able to use initiative and work independently .

Articulate

Customer focused.
	
Organised 

Able to work as part of a team.

	x

x

x

x

x

x

x


	x

x

x

x

x

x

x

	Other Requirements

Willing and able to undertake any identified training / self-development. 

	

x


	

x
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