JOB ID REFERENCE NO (ID2725)


WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	Neighbourhood & Tenancies Assistant

	DEPARTMENT
	Housing and Economy

	SERVICE/TEAM
	Housing 

	REPORTS TO (JOB TITLE & JOB ID)
	Team Lead Estates 

	GRADE 
	G06

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management  Form)  - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist welsh speakers – internal employees and/or  service users
	

	Is this a post in which contact with the public is its primary function (external)?
	

	Is this a post providing a public service in a Welsh language community or will serve a welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	

	VERSION CONTROL (INSERT DATE OF DEVELOPMENT)
	

	IS THIS POST ELIGIBLE FOR A DBS CHECK
	YES / NO


SECTION 1: JOB PURPOSE
	To assist in the provision of a comprehensive housing service from a locally based Estate           Office. Duties will include carrying out duties to maximise sustainability of tenancy and other housing management duties in accordance with Council policy and practice.
Meet their own targets and objective set out by the team leader and support the Tenancies and neighbourhood officers to carry out their functions.
To provide a high quality flexible service to our residents, ensuring outstanding customer service and service delivery by acting as an ambassador for WCBC and point of contact for residents
Engaging with customers to make a real quality difference to people lives, working in partnership with both statutory and voluntary organisations.



SECTION 2: DIMENSIONS

	There are supervision duties within this role of the estate caretaker/handyman, they do have responsibility for taking and receipting cash collect and responsible for their own equipment including mobile phone, and hand held i.t. equipment and lone working on the estate.


SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility

	APPROX % Time on each (min 5%)

	1


	Management of Operations

To provide accurate and detailed advice to with Tenancies and Neighbourhood Officers on arrears cases to control and monitor those families falling into debt, providing advice and support to tenant to prevent them losing them home whilst maximising the income for the hra. Including using the landlord portal
	

	2

	To assist the neighbourhood officer with their area/patch in all areas including arrears, estate management and enforcement. To carry out home visits to those tenants owing money in consultation with and to keep a record of all such visits.
	

	3


	To investigate any breaches of the Tenancy Agreement including neighbour disputes. Use extensive knowledge of the tenancy agreement and set appropriate timescales for breaches to be rectified using own discretion.  To make tenants aware of their obligations acting as a good neighbour to tenants in need.
	

	4

	To undertake Estate Management visits identifying and act upon any breaches of tenancy including setting deadlines. Liaising with Tenancies & Neighbourhood officer in action to be taken. Ensuring our properties and estate are well presented and maintained. Identifying estate issues and area for innovation and development. Carry out annual visits including responsibility in arranging, performing, recording and following through any actions following the visits
	

	5

	Work with colleagues to identify support needs and access relevant support agencies for tenants - making referrals to mediation and other support services as appropriate – and helping to develop preventative/intervention actions to sustain the tenancy and prevent homelessness.
	

	6

	To support tenants when they are requesting a transfer in ensuring their home conditions and rent accounts are clear in preparation for them to apply to be transferred to an alternative property. All home visits should be recorded and reports to be made to Team leader as and when required.
	

	7

	Interview tenants on various issues.  To investigate and arrange mutual exchange and transfer of tenancies.  To undertake accompanied viewings and complete the lettings process (sign up). Carry out and prioritise visits to new tenants to ensure the property is well maintained.  
	

	8

	To carry out visits to those families affected by an improvement programme and assist the Team Leader in making the necessary arrangements for decanting and supporting the tenant.
	

	9

	Work as a flexible and cooperative member of a team; understanding the wider impact of your work on other departments and teams, and adopting a ‘one-team’ approach to service delivery. 
	

	10


	Using the Departments in house I.T system to undertake the duties of the post.  As and when required cash up and bank.  When required provide cover on reception, handling of cash, dealing with enquiries. Assist in allocating work and on the job training of equivalent/lesser graded staff in consultation with the Team leader. Carry out regular supervision with the caretaker/handyman
	

	11
	To become familiar with existing Procedures, contribute to and suggest ideas for good practice and its development in consultation with Team Leader. To observe and implement all Council Policies and Procedures with particular reference to the organisation’s Equal Opportunities Policy and GDPR.
	

	12
	To promote the digital agenda including supporting tenants work on projects as requested. Deliver communication letters
	

	13
	To look after the welfare of tenants and to liaise, communicate and proactively work with agencies on the ground to improve estates with professional and voluntary organisations, including referrals for vulnerable groups. Advice on housing.    To deliver a service to clients ensuring that they are treated with courtesy and respect. To take ownership of and responsibility for queries from our tenants.
	

	14
	To ensure all reasonable care is taken for the Health and Safety of yourself and those persons who may be affected by your actions or omissions and to comply with all Health and Safety Legislation. 
	

	15
	Carry out any other appropriate duties as required by the Team Leader.


	


SECTION 4: CONTEXT STATEMENT

	The post holder must prepare written responses and records, if required, detailing visits and subsequent action taken
The post holder will ensure the customers view of the property, service and community is a positive one

This will involve face to face interviews in tenants homes, following up their quires and giving feed back to the tenant

To sustain tenancies and prevent homelessness
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PERSON SPECIFICATION
	Job Title
	Neighbourhood & Tenancies Assistant

	Job Evaluation ID
	ID2725

	Grade
	G06


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	5 GCSE to include English and Maths C or above or equivalent qualifications
	(
	
	F.C

	NVQ in customer service level 2 or experience
	(
	
	

	Committed to undertake further training
	(
	
	F.C

	Experience of dealing with the general public
	(
	
	F.C

	Practical and Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	(
	F.I.R

	Good organisational skills
	(
	
	F.I

	Excellent literacy and numeracy skills
	(
	
	F

	Good communication skills both oral and written
	(
	
	F.I

	Capacity to work on own initiative and as a team member
	(
	
	F.I

	To be understanding towards the problems and needs of people
	(
	
	F.I

	Ability to be flexible with the ability to work to deadlines
	(
	
	F.I

	Ability to deal with situations in a tactful, diplomatic & sensitive way
	(
	
	F.I

	Knowledge of information systems
	(
	
	F.I

	Approachable disposition
	(
	
	F.I

	Commitment to Customer Care
	(
	
	F

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	(
	
	

	To be flexible and able to work at multiple locations across the allocated patch area and wider Wrexham County Borough
	(
	
	

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	(
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	(
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test
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