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Job Description

	1. POST DETAILS

	Business Centre:
	Housing Services

	Division:
	Tenancy Services 

	Post Number:
	E0071

	Working Hours:
	37 hours per week

	Grade:
	9/10 (10 with full CIH or equivalent)

	Work Base:
	Civic Offices

	Prepared/Agreed by:
	Daniel Lloyd, Head of Tenancy Services 


	Date:
	September 2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Senior Area Housing Manager

	Deputising Responsibility:
	N/A

	Directly Supervises:
	N/A

	Indirectly Supervises:
	N/A



	3. JOB PURPOSE (What is the job trying to do?)

	To work as part of the Tenancy Services team to offer a proactive ASB service in relation to the Council’s Housing service, including recording, investigating and taking enforcement action against perpetrators of ASB whilst supporting complainants and witnesses, and working in collaboration with community safety partners. 

With the support of the tenancy services management team to take forward enforcement action relating to the functions of the post, serving and preparing legal paperwork, instructing solicitors and attending Court. 

Ensure all cases of ASB are recorded and monitored to completion.  Work within set policies and procedures to keep complainants updated to deliver excellent customer services.

To provide guidance and advice to the wider housing team in tenancy services and housing solutions to manage low level reports of ASB.

To improve levels of customer satisfaction for the victims of ASB through transparent and effective communication and support for the duration a case is open. 


	4. MAIN DUTIES OF THE POST
	
	Frequency


	1. Identify and addresses any concerns about vulnerability or safeguarding identified during any reported concern of ASB, including escalating within the tenancy services management team for advice, guidance and appropriate action and within the Council’s safeguarding processes.

	Ongoing

	2. To draft and prepare witnesses statements and attend court to provide evidence in relation to housing related enforcement. 

	Ongoing

	3. Assist in the review and implementation of policies including those in relation to ASB, domestic abuse, safeguarding and vulnerable persons. 

	Ongoing

	4. Investigate incidents all reports of ASB 

	Ongoing

	5. Deal with enquiries and reports about ASB from residents, members of the public and stakeholders including advocates.

	Ongoing

	Antisocial behaviour

	

	6. Manage a caseload of ASB complaints, involving a variety of complex cases, taking responsibility for investigating and enforcement action where necessary. Actions to include visiting and interviewing perpetrators and complainants, liaising with partner agencies, issuing warning letters, referring for mediation, serving notices and preparation of authority documents for Court, attend court and represent the Council

	Ongoing

	7. Ensuring accurate, detailed and timely recording of case notes onto NEC. 

	Ongoing

	8. To assist in the preparation of witnesses statements.

	Ongoing

	9. To assist in the production of written documentation for case review meetings including those with the Council’s community safety forums including CHARMM, MARACs and ASB Case Reviews, attending where necessary where involvement is in place. 

	Ongoing

	10. To attend Court to provide evidence and support in legal proceedings representing RBC as the Claimant. 

	As required

	11. Forge and maintain positive working relationships and effective collaboration with partner agencies and community safety partners, such as Surrey Police, Surrey Fire and Rescue, Social Services, Community Mental Health Teams and the Council’s own Community Safety team. 

	Ongoing

	12. Complete Information Sharing Requests in line with GDPR to request information/evidence to progress an ASB case or support complainants/perpetrators.
13. Exercise of any other duties in relation to the provision of ASB services.

	As required


As required

	Other tenancy breaches

	

	14. As directed by the Head of Tenancy Services, to progress enforcement action in respect of other tenancy breaches relating to poor tenant behaviour and aggressive or intimidating behaviour towards staff or contractors.  Also responsible for progressing domestic abuse, 

	As required

	Tenant Participation

	

	15. Assist the Housing Service and tenant engagement officer in effective engagement and consultation with residents in relation to service delivery, policies, procedures and performance data and other information relevant to the function of the post.

	As required

	General

	

	16. To provide support as required to the Housing Management and Tenancy Service as a whole, to include participating in the duty rota, assisting in two person visits and participating in projects and policy reviews. 

	Ongoing




	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
	
	

	
	
	

	· 5 + A-C GCSEs (or equivalent)

	

	

	
	
	

	
	
	

	
	
	

	Desirable Qualifications
	
	

	
	
	

	· CIH qualification, grade 3 of higher or equivalent ASB qualification
	

	

	
	
	

	
	
	

	
	
	

	Essential Working Experience
	
	

	· Experience of visiting tenants in their own home and lone working

· Understanding of legislation relating to application and enforcement of secure and flexible tenancies.

· An understanding of key issues affecting the management of tenancies

· Experience of addressing tenancy breaches

· Experience managing ASB cases and the remedies available


· Experience of dealing with people in a variety of difficult situations.
	






















	






















	
	

	

	




	
	

	
	
	

	
	
	

	Desirable Working Experience
	
	

	
	

	

	· Experience of working in the social housing sector


· Experience of working with tenants who have complex needs

· Understanding of safeguarding principles for both adult and children.

	








	









	
	
	

	
	
	

	
	
	

	Essential Skills/Attributes
	
	

	
	
	

	· Ability to communicate clearly, verbally and in writing

· Ability to manage a complex and varied caseload

· Ability to listen

· Computer/keyboard skills 

· Ability to record and relay detailed information

· Ability to plan and prioritise workload

· Excellent time management

· Ability to analyse information and make recommendations

Excellent customer service
	

















	















	
	
	

	
	
	

	
	
	

	Essential Personal Qualities

· Keen to undertake training/self development

	



	




	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Other Requirements
	
	

	
	
	

	· Able to undertake occasional visits and meetings outside of office hours

· Full driving licence with access to a vehicle
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