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REGENERATION AND HOMES 
 

JOB PROFILE 
 

CASTLE POINT BOROUGH COUNCIL 
 
 

HOUSING & COMMUNITIES 
 
 
 
POST NO:   H&C13     
 
DESIGNATION:  Housing Management Officer     
 
GRADE:   SCP 12 – 23 (plus Essential Car User Allowance) 
 
RESPONSIBLE TO:   Housing Management and Rents Manager     
 
LIAISE WITH:  Other officers of the Housing Service and other 

Departments of the Council; external statutory and 
private sector agencies and organisations. 

 

PURPOSE OF JOB: 
 
1. To contribute to achieving the Council’s corporate objectives and priorities. 
 
2. To contribute to the Council’s agenda for achieving continuous 

improvement in service delivery and any external performance 
assessments. 
 

3. To contribute to the aims and objectives of the Housing Service plan and 
associated action plans 
 

4. To assist in the provision of a comprehensive and responsive housing 
management service, including rent arrears recovery, having regard to any 
legislative requirements, codes of practice and currently agreed Council 
policies and procedures. 
 

5. To assist in the provision of a comprehensive and responsive estates 
management service, specifically on issues relating to health and safety 

 
6. To contribute to the development and implementation of meaningful 

engagement and consultation with Council tenants and leaseholders on all 
aspects of the current housing service, and any proposals for 
improvements or new initiatives. 
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MAIN ACTIVITIES:  
 
1. To provide a comprehensive and responsive housing management service 

that recognises the responsibilities of the authority as a Landlord and 
provides Tenants and Leaseholders with the appropriate service and 
support. 

 
2. To ensure that the obligations of tenants and the Council as landlord, as 

stated in the Tenancy Agreement are met, and to ensure effective action is 
taken for non-compliance utilising negotiation skills, mediation techniques 
and legal enforcement where necessary and appropriate. Carrying out 
home visits and inspections on a regular basis. 

 
3. To deal effectively with reported cases of anti-social behaviour in line with 

the Council’s agreed policies and procedures by carrying out thorough 
investigations of complaints and providing accurate and effective advice 
and information to complainants. 
 

4. To ensure the effective management of rent collection and arrears 
enforcement in accordance with the Council’s rent arrears policy covering 
all forms of tenure, including former tenant arrears. 

 
5. To work with the Council’s Legal Department to enforce breaches of 

tenancy including the preparation and serving of notices, attending court 
and evictions. 
 

6. To attend court, case conferences, possession panels and other meetings 
in connection with the service and present relevant up-to-date information 
so that informed decisions may be taken to resolve the situation (some 
meetings may be outside normal office hours). 
 

7. To ensure that comprehensive notes and documentation are maintained 
on individual cases in accordance with set procedures. To maintain and 
provide up-to-date statistical information on performance of all aspects of 
the housing management service as required. 
 

8. To contribute to the assessment of mutual exchange and transfer 
applications. Conduct accompanied viewings and sign ups of new tenants. 
This to include pre void/termination inspections and new tenant review 
visits. 

 
9. To deal with requests for succession of tenancy and Fixed Term Tenancy 

reviews. Liaise with relevant Departments and agencies in detecting and 
investigating tenancy fraud. 
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10. To assist with any investigations required regarding any insurance claims 
received to the Council’s insurers and compile reports as necessary. 
 

11. To undertake health and safety risk assessments. 
 

12. To carry out visual estate inspections and report finding to appropriate 
teams for action. To maintain full and accurate records for the above 
inspections 

 
13. To identify the individual needs of service users and recommend 

appropriate support, co-ordinating this support with other agencies with the 
aim of providing holistic solutions where required. 
 

14. To respond to queries and requests received from tenants and 
leaseholders within the Council’s agreed customer timescales. 
 

15. To keep appraised of legislative and policy trends and developments that 
may have an impact on housing management services and to participate in 
any policy and procedure reviews as necessary. 
 

16. To undertake training as identified through the Personal Development 
process. 
 

17. Any other duties consistent with the Officer’s responsibilities, qualifications 
and experience, relevant to the purpose of the job as may reasonably be 
requested by the Head of Service or their representative. 
 

COMPETENCIES 
 
Self-awareness and control 
 

 You know your own strengths and weaknesses and you can adapt your 
behaviour to suit the situation you find yourself in. 

 

 You manage your time and your workload effectively and you are able to 
prioritise your workload.  You produce a good day’s work, accurate and to 
a high standard. 

 

 You re-organise and prioritise your work to cope with the pressure of the 
day.  You can deal with criticism in a positive and constructive way 

 

 You maintain high standards in the workplace both personally and 
professionally.  You are punctual, honest, reliable and trustworthy.  

 
Personal effectiveness and self development 
 

 You have enthusiasm for work and always try to do your best. You 
produce a good day’s work to a high standard. 
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  You are flexible and adaptable.  Receptive to new ideas and willing and 
able to adjust to new demands and changing situations. 

 

 You can be assertive when you need to be in a positive way and you are 
able to think and act independently within the scope of your job. 
 

 You can influence the attitude and opinions of other people, gaining their 
agreement through discussion and by persuasion of good ideas. 
 

 You have the right attitude to learning in all the work you do. You use your 
experiences of your own performance in order to improve. 

 
Analysis and judgement 
 

 You know where to go to get the information you need to complete a task 
or resolve a problem. 

 

 You have the common sense, flexibility and creativity to see when 
circumstances change and you use that information to arrive at an 
alternative solution. 
 

 You are able to identify and compile the information and statistics required 
to solve a problem and to arrive at a decision, having consulted with others 
where necessary. 
 

 You are able to make rational, realistic and sound decisions based on the 
facts and alternatives available to you. 
 
 

Interpersonal skills 
 

 You show consideration, concern and respect for other people’s feelings 
and opinions.  You are a good listener and show empathy for other 
people’s views and opinions. 

 

 You co-operate and work well with others to achieve team goals, sharing 
information and supporting others. 

 

 You display a sound understanding of equality issues, respecting and 
valuing individual’s diversity and the variety of their contribution. 

 

 You communicate orally in a manner which is clear, fluent, concise and 
appropriate to the situation, and which holds attention both in groups and 
in one-to-one situations. You encourage feedback as appropriate. 

 

 You are able to access and communicate with others through the 
competent use of information technology. 
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 You are capable of producing written communications which are clear, 
fluent, concise and jargon free and are readily understood by the people 
they are aimed at. 

 
 
Organisational awareness and ‘joined up’ thinking 
 

 You understand the overall functions, aims and direction of the Council 
and its strategic objectives, priorities and action plans. 

 

 You understand and use the links between your own and your unit’s 
objectives and those of your wider service area and the organisations key 
objectives. 
 

 You understand how the Council’s political and decision making framework 
operates. 

 
Customer and client awareness 
 

 You make an effort to obtain and listen to the needs and views of a wide 
range of customers and clients. 

 

 You consider the implications of customer and client views on service 
plans and the services being provided, and you can make adjustments to 
or recommend changes to these as appropriate to bring about 
improvements. 

 

 You are constantly mindful of equality and diversity issues in providing 
services, and you ensure you avoid unwitting discrimination. 
 

 
Working in partnership 
 

 You fully support the Council’s stated intention to work in partnership with 
other providers in order to deliver the most efficient and flexible services to 
customers. You also look for opportunities to forge links with other 
organisations to develop and implement joint-working as appropriate. 

 

 You are able to develop trust between yourself and partners, regularly 
monitoring progress and outcomes, exchanging feedback and modifying 
services as appropriate. 

  
Professional and technical 
 

 You possess the necessary experience, or you are actively gaining it in 
a planned way, in order to undertake the role effectively.  
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 You engage in continuous development activities, thereby responding 
to constant changes caused by internal and external factors, and 
developments in your own job area. 

 
 
ADDITIONAL INFORMATION 
 
The postholder will be required to undergo an Enhanced DBS (Disclosure & 
Barring Service) check and appointment will be subject to satisfactory clearance. 
 
 
 
 

 
 


