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Job Description 
	Job title:
	Neighbourhood Officer

	Reporting to:
	Neighbourhood Manager

	Responsible for:
	N/A

	Salary Scale:
	Scale B


	Overall purpose of the job

	You will work within the neighbourhood team, to support the neighbourhood co-ordinator delivering a range of Housing and related services to our tenants and the communities in which we work.

You will have an understanding of the communities in which we work and a commitment to creating sustainable tenancies. 

You will be the first point of contact for the community and will be effective at resolving problems through signposting.  


	Key contacts

· Tenants and residents
· Other Great Places staff
· Partner organisations and other agencies 
· Statutory & voluntary organisations

	


	Main tasks and duties




	· To ensure that the services we provide are delivered with a customer focussed approach.

· To act as a first point of contact for our tenants in relation to estate management issues and to assist the Neighbourhood Coordinator in our delivery of these services. 
· To ensure the relet time is minimised on all voids.  To lead on all aspects of the void process including tenancy termination visits with exiting tenants, shortlisting of applicants through the Choice Based Lettings process, interviewing and reference checking applicants, carrying out viewings and sign-ups, liaising with property services/.contractors to ensure void works meet our re-let standard.

· To carry out 1 and 9 month tenancy visits in line with the organisations starter tenancy procedure. 

· To be responsible for actioning all low level arrears cases up to £500 in accordance with the organisation agreed policy and procedure.  
· To develop and promote the use of internal services to our customers such as  Homemiles, extramiles, financial inclusion and ASB.
· To assist and document estate walkabouts/inspections on a regular basis with both property services and Neighbourhood Coordinator, involving other agencies where appropriate.
· To record all instances of Antisocial Behaviour and assist the Neighbourhood Coordinator in tackling these promptly and according to procedure. 
· To identify preventative Antisocial Behaviour initiatives within the neighbourhood, involving tenants and residents in any decision making process. 
· To support and empower local tenants and residents in becoming proactive in their involvement with residents groups and TAGs. Eg support various roles, Chair, secretary, Treasurer etc.
· To work with the Property Services Team to deliver a good repairs and maintenance service.

· Work effectively and in partnership with other agencies working in the neighbourhood to provide excellent services. 
· To maintain and update accurate and appropriate records and administrative systems to ensure an effective housing and neighbourhood service and participate in the office cover rota.
· To attend appropriate training sessions and to be involved in the training and induction of new staff.      

· To abide by and promote the Association’s Equal Opportunities Policy and Procedures and carry out the post holders responsibilities in relation to Health and Safety. 
· To perform any other duties as may from time to time be reasonably required by the Neighbourhood Coordinator and Neighbourhood Manager.




	Signature of job holder:
	

	Date:
	

	Signature of Manager:
	

	Date:
	


Person Specification

	Job Title:
	Neighbourhood Officer

	Department:
	


	Experience

	Essential
	Desirable

	· Experience of delivering a customer focussed service. 
· Experience in dealing with Anti Social Behaviour

· 6 months housing management experience


	· 12 months experience of working in a housing/community environment.

. 



	Knowledge & Skills

	Essential
	Desirable

	· Ability to communicate at a variety of levels
· IT literate

· Excellent communication skills (written, verbal and at all levels)

· Excellent attention to detail and record keeping


	·  Knowledge of housing practices

· Knowledge of Respect Agenda




	Personal Attributes

	Essential
	Desirable

	· Team Player

· Able to use initiative

· Well organised

· Ability to drive

· Use of a car within work time
	


