Tenancy Development Officer  
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DMBC Operating Model 2024 - Vision:

A community-focused, financially resilient, collaborative, and sustainable council delivering the services required to support and meet the essential needs of residents, businesses, and the local economy.
Case for Change July 2024

Our Values:
Our values describe what we stand for and how we operate, and we expect our values to be lived and role-modelled throughout our organisation.
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	Job Title:
	Tenancy Development Officer
	Grade and Salary:
	Grade 9
	Reports to:
	Team Manager
	Post Number:
	DAC155


Role Purpose:
To deliver a community focused Private Sector Housing Service; supporting tenants, residents, landlords and other stakeholders.  To educate tenants and landlords of their rights and responsibilities and deal with a variety of issues including but not limited to allegations of unlawful eviction and harassment, property disrepair issues and housing advice relating to tenancy matters in line with the relevant legislation, policies, and procedures and undertaking any associated Enforcement.  


Specific Responsibilities:

· Provide housing advice to landlords, tenants, and third parties in person and over the phone, related to tenancy matters, eviction proceedings, preventing illegal eviction, and addressing disrepair issues.

· Advise and educate both landlords and tenants on their rights and responsibilities, fostering a well-informed and compliant community.

· Develop and promote mediation roles between landlords and tenants, ensuring a consistent and fair response to harassment issues within the private sector.

· Provide or secure representation for customers in legal and housing matters, ensuring their rights are upheld and they receive fair treatment.

· Identify potential defences to possession actions.

· Assist customers with related problems integral to their case, referring to other advisers or specialist agencies as appropriate.

· Utilise knowledge of P.A.C.E. to conduct detailed investigations into landlord/tenant relations under the Protection from Eviction Act 1977, addressing harassment and illegal eviction issues effectively.

· Maintain up-to-date knowledge of the Housing Act 1988 and the Protection from Eviction Act 1977, applying this expertise to investigate cases of illegal eviction and harassment and take appropriate action.

· Prepare and serve statutory notices and orders as appropriate, including sending warning letters, prosecuting for illegal eviction, conducting PACE interviews, and taking further legal action as advised.

· Represent the Council in court, tribunals, and public inquiries, preparing evidence and documentation as required.

· Engage in negotiations with third parties, such as landlords, to address disrepair claims and ensure compliance with housing standards.

· Act on behalf of customers by calculating, negotiating, drafting letters, and making phone calls to third parties to resolve housing issues, including regaining access to properties after illegal evictions and addressing disrepair concerns.

· Develop and improve relationships with private landlords across the Borough, significantly elevating management standards and housing quality within the sector.

· Provide critical support and education to private landlords, ensuring an efficient and effective private rented sector with high standards of management, and facilitate enforcement actions when necessary.

· Establish and maintain strong links with the Homeless Prevention and Response, Police, and other relevant agencies to provide comprehensive advice and awareness on the Protection from Eviction Act 1977 and associated guidance.

· Work closely with other Groups and external agencies such as Homeless Prevention and Response, Benefits, and Citizens Advice Bureaux to promote an effective private rented sector.

· Collaborate with other local authorities and organizations on cross-boundary initiatives, sharing best practices and enhancing service delivery.

· Manage a caseload, ensuring timely and effective service delivery, particularly in cases of illegal eviction and harassment.

· Provide reports and briefings to partners and colleagues.

· Produce and maintain necessary records, write detailed reports on individual cases, and manage records.

· Oversee the production and distribution of materials and information, ensuring accessibility, e.g., updating and maintaining relevant webpages.

· Assist in developing relevant policies and procedures to improve service delivery and compliance, particularly in areas related to illegal eviction and tenant harassment.

· Ensure compliance with the Regulation of Investigatory Powers Act 2000 (RIPA) regarding surveillance during complaint investigations, with necessary training provided.

· Maintain an expert level of knowledge in landlord and tenant law, staying updated with the latest legislation and ministerial directives to provide accurate and reliable advice.

· Participate in national, regional, and sub-regional activities and events to promote best practice and share learning.

· Identify own training needs and attend courses as agreed with the Line Manager to continuously develop skills and expertise, maintaining a high standard of professional conduct.

· Handle stressful and potentially aggressive situations with professionalism and composure, ensuring effective conflict resolution.

· Prepare and deliver presentations and reports on landlord and tenant issues at various forums

· Manage, organize, and support the Private Sector Landlords/Agents Forum, fostering a collaborative and informed landlord community.

· Establish and maintain strong links with the Police and other relevant agencies to provide comprehensive advice and awareness on the Protection from Eviction Act 1977 and associated guidance.

· Use IT effectively for statistical recording, record keeping, and document production.

· Make referrals to other departments and partner agencies such as Homeless Prevention and Response, Home Improvement services, Benefits, Housing Support, Housing Occupational Therapy, Social Care, National Referral Mechanism etc.

· Provide relevant information for responses to elected members and MPs to ensure that they are provided with accurate information to carry out their democratic and/or governance responsibilities.
· 

Key Responsibilities:

· To be accountable for and promote equality, diversity and community cohesion to meet Group, Department and Function objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported. 

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner. 

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Group. 

· To represent the Council and Group in a professional manner meeting the Corporate and Group aims.  To comply with Group and Corporate policies. 

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Group aims and management style. 

· To comply with the council’s financial regulation and standing orders 

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group. 

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions.  

· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use. 

Special Conditions:

This post is subject to the DBS checking process  
 
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old)  

The post holder is required to work onsite 3 days per week

	Prepared by:
	Paula Pallant 
	Date:
	July 26






Essential criteria:Person Specification

	

Qualifications and Experience
	Application form
	Technical assessment
	Interview

	1. 
	Be able to demonstrate operational experience working in a relevant housing environment
	x
	
	x

	2. 
	Extensive experience with housing law, especially the Protection from Eviction Act 1977 and Housing Act 1988 in relation to investigating and resolving illegal eviction and harassment cases
	x
	
	x

	3. 
	Significant experience in providing comprehensive housing advice on tenancy rights, responsibilities, and dispute resolution.
	x
	
	

	4. 
	Strong background in managing complex caseloads and ensuring timely issue resolution.
	
	
	x

	5. 
	Demonstrates a strong commitment to providing excellent customer service
	x
	
	

	6. 
	Experience in advocating for others, including legal representation and document drafting.
	
	
	x

	7. 
	Proven ability to work with partnership organisations
	x
	
	

	8. 
	Experience in building and maintaining positive relationships and promoting best practices.
	
	
	x

	9. 
	A Degree/HNC in Housing, Law or Equivalent
	x
	
	

	10. 
	Evidence of on-going personal development
	x
	
	

	11. 
	Hold or prepared to receive training on the requirements of Police and Criminal Evidence Act (PACE)
	x
	
	

	Skills and abilities

	12. 
	Proven commitment to public service and the ability to champion equality, diversity and inclusion and embedding these as core values
	x
	
	x

	13. 
	To effectively communicate (both oral and written) and have effective interpersonal skills
	x
	
	

	14. 
	Effective negotiation skills
	
	
	x

	15. 
	Skilled in using IT systems for case management and record-keeping.
	x
	
	

	16. 
	Manage complex and challenging caseloads and prioritise tasks efficiently to achieve conflicting deadlines.
	
	
	x

	17. 
	Demonstrates empathy and patience, especially in stressful situations.
	
	
	x

	18. 
	Demonstrates empathy and patience, especially in stressful situations.
	x
	
	x

	19. 
	Deliver training sessions and present information
	x
	
	

	20. 
	Drafting legal documents, preparing court evidence, and making representations.
	x
	
	

	21. 
	Commitment to the continuous improvements of services and achieving value for money
	
	
	x

	22. 
	A desire to improve the quality of life for residents
	x
	
	

	23. 
	Commitment to anti-discriminatory and anti-oppressive practice
	x
	
	

	24. 
	Flexible and receptive to new ideas
	x
	
	

	25. 
	Willingness to challenge existing practices and propose practical alternative solutions
	x
	
	

	26. 
	Flexible and be prepared to work outside normal office hours on occasion according to the needs of the service
	x
	
	

	27. 
	Commitment to partnership working
	x
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