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	JOB DESCRIPTION

	Title:
	Property Revenue Officer

	Reports to:
	Head of Property Revenue 

	Salary:
	[bookmark: _GoBack]£26,500 

	Working Hours:
	Mon – Fri (9am-5pm) with some flexibility

	
General information
YMCA Dulverton Group provides supported Housing for young people, adults and families who are at risk of being homeless.  Each person has their own life story, wishes and feelings and we build packages of support to meet their individual needs.

We provide ‘more than a room’ services 24/7 for our residents, across Sedgemoor, Somerset West & Taunton, North Somerset and Mid Devon.  

	
Job Purpose
The Property Revenue Officer is responsible for supporting the work of the Property Revenue Team in delivering an effective quality rent collection and arrears recovery service in full accordance with the associations policies and procedures and to promote a tolerant and caring environment consistent with Christian values.
· To assist in ensuring that arrears of rent and other charges are kept to a minimum, including damages to property.
· Provide housing management, rent accounting and administration support to staff to enable them to support their residents.
· Administer rent and damage charges, payments and refunds.
· Enforce organisations: policies, procedures, Licence/Tenancy agreements.


	
Duties and responsibilities
· To investigate and pursue rent arrears from former residents as directed.
· To investigate, collate and pursue damage costs caused by residents, as directed.
· To inform ex-residents of their rent arrears or damages/recharges and support them in addressing debt, working closely with your team and support teams to monitor the progress of payments to reach this target.
· To seek to maximise income and reduce debt in accordance with aims of service and effective improved outcomes for our tenants.
· To ensure all administration, monitoring and collation of data is carried out, contributing to internal and external reports, in liaison with your team.
· To support the YMCA to build excellent internal and external relationships ensuring a professional and excellent customer service to all stakeholders.
· Will provide a prompt service to colleagues in relation to Rents administration 
· To operate a rent accounting system to accurately collect, record and monitor the rents of the accommodation units in accordance with procedures
· Maintain accurate records and carry out regular reconciliation checks
· Link with housing benefit department in relation to housing benefit payments.
· Work collaboratively with all staff (paid and voluntary) within YMCA.
· To work as part of a team and communicate to your line manager areas of concern identified in relation to residents’ accommodation and/or rent
· Will input into a central database all information relating to housing related administration in respect of residents for the collation of data for returns and monitoring information
· Issue correspondence to residents and or support teams in relation to their licence/tenancy agreements and rent accounts
· To provide a safe environment for all residents, staff and all visitors by upholding the organisations policies and procedures.
· To ensure the proper use and maintenance of all equipment, including the immediate reporting of equipment breakdowns/failures in accordance with organisational policies and procedures. 
· To provide support and cover for colleagues within the Property Revenue Team as directed.

To personally pursue standards of excellence and best practice in every aspect of YMCA activity by:
· Regularly reflecting on your own performance
· Actively pursuing personal development opportunities in consultation with your line manager
· Participation in induction and training programmes
· Participating in the supervision and appraisal processes
· Maintain an up-to-date knowledge of issues affecting services and residents.   Examples: changes in welfare and housing benefit, training, education, employment.
· Maintain an excellent knowledge of external agencies to supportively refer residents to. 


To understand and always act within all organisational policies and procedures.
To act professionally and maintain appropriate boundaries by exercising both self – control, a positive approach that promotes the work of YMCA both within and outside the workplace.

	
Relationships to other bodies

Internal
To develop and maintain a culture which enables a cohesive, integrated approach to ensure positive and cooperative relationships throughout the organisation.
Will keep your line manager informed on all matters relating to their work and advise on the development of new areas of work and potential opportunities.
Will attend the appropriate meetings as requested by your line manager.
Will maintain positive links with other members of YMCA’s staff team, paid, voluntary, and committee members.
Will participate in YMCA staff meetings and will be involved in YMCA matters, regionally, nationally.

External
Will promote the work of YMCA
Will liaise as directed with other staff and agencies working with or for any of our residents for the benefit of YMCA and our residents.
Will represent YMCA at relevant meetings when requested.
Build and maintain existing relationships with other agencies to ensure the development of YMCA services.



	
Limits of Authority
Responsible for accurate data entry into housing admin systems and any monies, charged and received, relating to housing.

The post holder will be responsible to the Head of Property Revenue and ultimately the CEO and Board of Management

	
Environment
The post is based at a designated work base but will be required to work from other sites owned by YMCA as a designated place of work on occasions when required.
The post could be located in another town in the future or within 1 hour's travelling distance of your work base. 
Unsociable hours are an occasional part of the post, the postholder is required to work flexibly, which will include evenings and occasional weekends as directed to meet the needs of the organisation.  TOIL/Overtime is agreed in advance with the Line Manager.
The nature of the job requires travel so a full and current driving License and access to suitable transport is required, along with the willingness to travel across sites as required.



	
Results expected 
To ensure accurate rent accounting and damage recharge information is always available and reports and actions are carried out within agreed timescales.
Generate the reporting information to meet the reporting requirements of the KPI’s within agreed timescales
Financial records are maintained in accordance with policies and procedures



	
Workplace values
The post holder will be expected to operate in line with our workplace values which are;  
· Value the Individual – Respect others, ourselves and the people we work with in all that we do
· Giving of our best – Showing commitment in our work and to enable young people
· Caring Deeply – Have a passion for the work we carry out
· Providing Creative Solutions – Show innovation in the approaches we take in supporting young people
· Communicate authentically and truthfully – Show openness in our dealings and approaches to people







Person Specification
	Experience
	Essential
	Desirable

	
	Experience in face-to-face work with a variety of people in paid or voluntary capacity
	√
	

	
	Experience of work in a housing setting 
	√
	

	
	Experience of rent accounting or financial entry and monitoring
	√
	

	
	Experienced with and a good of understanding of Housing Benefit and other DWP benefits.
	√
	

	
	Experience of complying with Health & Safety Standards within a working environment
	√
	

	Qualifications

	
	GCSE level English and Maths.
	
	√

	
	Admin/ Housing/ Finance
	
	√


	Skills / Abilities

	
	Ability to be innovative, take initiative, be self-motivated and plan own workload
	√
	

	
	Efficient and organised recording and administrative skills.
	√
	

	
	To communicate effectively in writing and by telephone.
	√
	

	
	To work in a stressful, sometimes hostile, environment; to be assertive and use conflict creatively.
	√
	

	
	To work as part of a team, be open, honest, able to accept and to give positive criticism.
	√
	

	
	Ability to listen.
	√
	

	
	Actively to enable and empower residents in all the work that is undertaken.
	√
	

	
	Understanding of and commitment to equal opportunities.
	√
	

	
	To work in a non-judgemental way.
	√
	

	
	Knowledge of appropriate support agencies and networks for residents.
	
	√

	
	Ability to share knowledge in one-to-one and group settings both in informal and formal ways.
	√
	

	
	Excellent IT skills, with working knowledge of Microsoft software and Outlook.
	√
	

	
	Accurate entry of financial information and attention to detail.
	√
	

	Personal
	
	

	
	Personal motivation to put our residents first.
	√
	

	
	Ability to work under pressure.
	√
	

	
	Ability to work on own initiative and as part of a wider team.
	√
	

	
	Ability to work flexible hours.
	√
	

	
	Interest and commitment to our residents, to tackle injustice and discriminating practice.
	√
	

	
	Understanding the needs of, and issues facing our residents.
	
	√

	
	Sense of humour and enthusiasm.
	√
	

	
	A positive outlook and proactive approach.
	√
	

	
	Able to respect the Christian ethos of the YMCA and uphold its values.
	
	√

	
	Ability to motivate self and others.
	√
	

	
	Always maintain clear and professional boundaries with all contacts in accordance with policies and procedures to promote the concept of independence with young people, not dependency.
	√
	

	
	
	
	

	
Administration

	
	To record, monitor and evaluate own work and that of others
	√
	

	
	Ability to undertake complex financial and other administration tasks with support and guidance
	√
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YMCA enables people to develop their full potential in mind, body and spirit. Inspired by, and faithful to, our Christian values,
we create supportive, inclusive and energising communities, where young people can truly belong, contribute and thrive.
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‘The YMCA is an inclusive Christian charity committed to helping young people, particularly at times of need, regardiess of gender, race, ability or faith
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