Values and Behaviours

Job Description

Job Title:		Tenancy Enforcement Officer	

Pay Grade:		W3 – W5
Directorate:	Place and Digital	
Team:	Environmental Health	
Reporting to:	Senior Housing Standards Officer

Responsible for:	N/A

Job Purpose:
To safeguard the rights of prospective and existing tenants in the private rented sector, primarily in relation to their rights of occupation, and reduce incidences of homelessness. To investigate alleged breaches and offences relating to tenancy and housing law, and - when in the public interest to do so - to take enforcement action by initiating prosecutions and imposing civil penalties.

Main Tasks:
1. To give tenancy and housing law advice to tenants, landlords, letting agents, property managers, colleagues, partner agencies, and others; in particular, advice relating to the Renters’ Rights Act 2025, the Housing Act 1988, the Landlord and Tenant Act 1985, and the Protection from Eviction Act 1977. 
2. To work collaboratively with the other Housing Teams to deliver a joined-up response to tenancy-related concerns and potential homelessness.
3. To investigate complaints and referrals that relate to alleged tenancy and housing law breaches and offences in accordance with departmental procedures; including, where necessary, the undertaking of investigatory visits to residential and other premises.
4. To respond proactively to live situations in an attempt to prevent harassment, unlawful evictions and other tenancy-related breaches and offences.
5. To keep a precise PACE (Police and Criminal Evidence Act 1984) notebook and accurate computerised records of all work undertaken in accordance with departmental procedures. 
6. To ensure the Protection from Eviction Act 1977, Housing Act 1988 and Renters’ Rights Act 2025 are effectively enforced in relation to unlawful evictions and harassment.
7. To support eligible private tenants in making Rent Repayment Orders to the First-tier Tribunal. 
8. To ensure that freeholders and landlords provide the information required by the Landlord and Tenant Act 1985 when lawfully requested; for example, requests for summary service charge account information.
9. To provide witness statements, and to assist victims and other witnesses in giving witness statements.
10. To interview suspects under caution, in accordance with the Police and Criminal Evidence Act 1984 and internal departmental procedures.
11. To recommend initiating prosecutions and imposing civil penalties once - following thorough investigation - it has been established that both the evidential and the public interest tests have been met. Recommendations will be carefully considered by duly authorised senior officers.
12. To keep accurate long term statistical data and monitor trends relating to tenancy enforcement activity.
13. To represent the council at external meetings, events and forums which relate to tenancy and housing law.
14. To prepare case files for civil penalties, and draft associated notices, such as Notices of Intent and Final Notices.
15. To prepare cases for prosecution in both the Magistrates’ and Crown Courts.
16. To prepare cases for appeal at the First-tier Tribunal and other courts, including the preparation of statements of case and appeal bundles.
17. To represent the council in court and at tribunals as a witness.
18. To assist in responding to freedom of information, subject access and environmental information requests, in accordance with corporate procedures. 
19. To prepare for and take part in internal and external audits of the service. 
20. To ensure that all council policies relating to health and safety, including those relating to lone working, are strictly adhered to at all times. 
21. To take responsibility for personal development and learning within the role.
22. To carry out evening and weekend inspections as part of core hours when required.
23. To undertake any other duties commensurate with the grade and level of responsibility of the post




People Management: N/A
Service Management: N/A
Financial Responsibility: N/A

Other Responsibilities:
· To have regard for the duty of care of information (with particular reference to the Data Protection Act and Freedom of Information Act) gained during the course of employment that relates to other employees, the public, contractors, Elected Members etc. 
· To create and maintain authentic, timely and reliable records in relation to duties undertaken. To take due care and attention when gathering, recording and manipulating data and to have regard to guidance issued by the Council in connection with data management.

Person Specification

	 Criteria
	 Standard
	E/D
	Measure

	Education & training
	· A Level 4 or above qualification in a relevant subject area, such as housing, regulatory compliance, law or environmental health.
· GCSE English and Maths
· Safeguarding Training
	E


E
D
	A


A
A/I

	Experience
	· Relevant experience in the field of private sector housing, in particular experience of dealing with residential tenancies and licences.
· Experience of dealing with difficult situations and conflict management.
· Experience of drafting formal documents and statutory notices.
· Experience of successfully preparing cases for civil penalty, prosecution or appeal.
· Proven and demonstrable experience of managing complex cases to a successful conclusion within time constraints 
· Knowledge and experience of providing tenancy relations advice to private sector tenants and landlords 
· Experience of preparing and giving evidence and representing the Council in prosecution proceedings and at Tribunals 
· Ability to communicate with colleagues, external partners and members of the public objectively and persuasively.
· Be organised and have a good attention to detail.
· Ability to apply legislation and policy fairly and robustly in a clear and transparent way.
· Ability to author clear and concise letters, statutory notices, statements and reports, the content of which will often be complex and sensitive in nature. 
· Excellent level of interpersonal and customer care skills. 
· Excellent written, numerical and oral communication skills.
· Excellent IT skills (Outlook, Word, Excel)
	E



E

D

D

E


D


D



E


E

E

E



E

E

E
	A/I



A/I

A/I

A/I
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A/I


A/I



A/I


A/I

A/I

A/I



A/I

A/I

A/I

	Special Requirements
	· Occasional requirement to attend external meetings 
· Occasional requirement to work outside normal office hours (including early morning or evening working) 
· Commitment to implement and promote the Council’s Diversity Policy 
· Use of a vehicle for undertaking visits
· Full, clean driving licence
	E

E


E

E
E
	I

I


I

I
A/I



Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation 


Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?

	Yes 

	Disclosure and Barring Service check required and level

	Yes
Basic

	Is this a Politically Restricted Post?

	No

	Does this role have emergency responsibilities?

	No
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	LINKED GRADE DESCRIPTOR

	Job Title
	Team + Pay Grade
	Duties/ responsibilities with reference to values and behaviours
	Probable Qualifications
	Indicative Experience

	Tenancy Enforcement Officer
	W3
	Able to perform the main duties of the
post as set out in the Job Profile with
minimal supervision.


	A-Level or equivalent. 

	Some experience in the role at WBC 


Able to use relevant computer applications, such as Outlook, Excel, Idox Uniform and Integra.

Able to demonstrate all necessary skills to be able to fulfil the role as outlined in the job description.

	Tenancy Enforcement Officer
	W4
	Able to perform the main duties of the
post as set out in the Job Profile with
minimal supervision.

A level of knowledge and experience of the service, and completion of tasks required within the job description to enable supporting of colleagues and within the wider team.
	A-Level or equivalent. 

Training in Renters’ Rights Act and it’s application, Illegal Eviction and Harassment training, PACE interviews, and Tribunal training.

Achievements in other supportive learning and development, such as, dealing with difficult customers, difficult conversations etc.

Learning and development in areas including understanding and applying relevant legislation, effective enforcement etc 
	Moderate experience in the role at WBC 

Be proficient in the use of computer applications as above, plus DMS, Uniform reports.

Evidence of experience in being able to demonstrate all necessary skills to be able to fulfil the role as outlined in the job description, particularly being able to see through complex cases, including enforcement actions, to a conclusion.

An ability to contribute to improved ways of working, for example suggesting efficiencies in policies, procedures or processes.

	Tenancy Enforcement Officer
	W5
	Able to perform all the duties of the post as set out in the Job Profile. 

Applying the requirements of PACE and other enforcement legislation during the investigation of cases. 

Contribute to the collation of data through running reports, setting up effective system, and working with colleagues. 

Contribute to the development of the team through leading investigations and cases, training new staff, and leading projects 

	A-Level or equivalent. 

Training in Renters’ Rights Act and it’s application, Illegal Eviction and Harassment training, PACE interviews, and Tribunal training.

Achievements in other supportive learning and development, such as, dealing with difficult customers, difficult conversations etc.

Learning and development in areas including understanding and applying relevant legislation, effective enforcement etc

Level 4 Apprenticeship in Tenancy Relationships, or equivalent applicable qualification relating directly to this role
	Considerable Indicative experience in the role at WBC 

Be proficient in the use of computer applications as above, plus DMS, Uniform reports, and finance systems. 

Evidence of experience in being able to demonstrate all necessary skills to be able to fulfil the role as outlined in the job description, particularly being able to see through complex cases, including enforcement actions, to a conclusion. 

An ability to contribute to improved ways of working, for example suggesting efficiencies in policies, procedures or processes, and taking the lead on projects within the department. 

A good understanding of and involvement in the reporting requirements of the team to the wider council and the Government.
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	[bookmark: _Hlk221118842]Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	
Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	
Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	
Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	
Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	
Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	
Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.
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