WHITE HORSE HOUSING ASSOCIATION

JOB DESCRIPTION
Post:



Housing Assistant
Responsible To:

Operations Director
Main Responsibilities:
To assist the Operations Director in the management of the Association’s housing stock
1. Implement the Association’s policies on housing management which includes:

· Taking a leading role in administering the Association’s tenant participation structures through, for example, the Tenants’ Scrutiny Panel and Resident Feedback Groups, whilst encouraging other innovative forms of tenant involvement, as required;

· Dealing with low level tenant complaints, logging on the complaints module and monitoring outcomes
· Granting permissions for pets, sheds, lodgers etc.
· Tenancy audits and home visits in relation to tenant welfare and tenancy obligations.
· Answering basic tenancy queries and referring to other colleagues, as appropriate.
· Assisting with the administration of mutual exchanges ensuring the Association’s policies are followed
· Assisting with tenancy changes i.e. joint to sole in line with the Association’s policies and procedures
· Assisting with neighbourhood visits and ensuring that the estates look clean and tidy and that any input from tenants is taken in to consideration in the look and feel of the scheme.
· To assist with shared ownership applications, sales and staircasing.
· Inputting tenant profiling data on to the system, ensuring that there is up to date information regarding each household on the Home Master system.
· Assisting tenants to log on to the tenant portal and encouraging its use.

· Assisting with the distribution of the discretionary support fund to tenants in need.

· Assisting in monitoring of repairs and maintenance requests/processing against performance indicators using ongoing repairs satisfaction surveys.
2. Implement the Association’s rent arrears policy which includes:

· Regularly posting rent payments to individual tenant rent accounts and running rent arrears reports in a timely manner.

· Issuing rent statements to tenants on request
· Assisting the Housing Officers in monitoring and minimising tenant arrears through various administrative and support activities
· Making housing benefit enquiries to Local Authorities and the DWP.
· Taking rent payments via Callpay and the administration of direct debit payments via Allpay
3. Implement the Association’s lettings policy which includes:
· Interviewing prospective tenants for vacant properties
· Notifying prospective tenants of selection or otherwise
· Assisting tenants through the process of moving via local authority choice based lettings (CBL) Websites and bidding for them when required
· Preparing property adverts to place on the CBL websites when properties become available

· Assisting with the computerised shortlisting process when allocating properties
· Preparation of tenancy agreements and tenants packs 
· Signing up new tenants and distributing keys 
· Ensuring statistical returns are kept up to date (CORE)

4. General
· Attend training courses and seminars appropriate to the post
· Understanding and regularly using the Association’s Housing Management System, Home Master, to undertake a wide range of tenancy related work.

· Ensure that the Association’s equal opportunities and other relevant policies are implemented
· Ensure compliance with the Association’s Financial Regulations
· Co-operate with other staff in mutual provision of cover during busy periods, holidays and sickness.
· Undertake other such duties as may be required from time to time by the Operations Director or Chief Executive.
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