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	Job Title
	Rent Accounting Officer
	Directorate
	Housing

	
	
	
	

	Post Number
	DAC246Q
	Division
	Finance

	
	
	
	

	Grade
	 6
	Salary
	£27,711 -£30,060  pro rata
	Section
	Rent Accounting Team 

	
	
	
	



	Reports To
	Assistant Team Manager Rent Accounting




	Purpose of the Job

	

	
As part of a team, maintain, reconcile and provide financial information on the Housing Rent Accounting system. Provide a front line service in respect of Housing Direct Debit payments.

· Provide a front line Direct Debit service processing applications for rent and arrears. Provide advice to tenants on benefits, calculate payments, negotiate arrears payments and undertake the recovery of unpaid Direct Debits.

· Ensure rent account and property charges are calculated and applied accurately. Carry out a range of adjustments to individual rent accounts according to policy. Administer payment streams, process refunds to tenants and monitor funds paid to Council Tax in respect of void properties. 

· Reconcile system interfaces & produce financial reports. Reconcile daily income, benefit and budgetary system interface files. Evidence the accuracy and integrity of the accounting system for year-end financial submissions. Investigate and resolve issues arising.




	Key Accountabilities

	

	· To be accountable for and promote equal opportunity, diversity and community cohesion to meet Council, Directorate and Service 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, 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 Directorate.
· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.
· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Directorate aims and management style.
· To comply with the council’s financial regulations 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 role and setting.
· 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


 
	Specific accountabilities

This list of specific accountabilities reflects the duties of the whole team.  Individuals will have responsibility for selective tasks; tasks will be rotated periodically. 

Housing Direct Debits:

Create and manage Direct Debits for a range of Housing accounts such as rent, garages, rechargeable repairs and insurance accounts. 
 
· Establish the tenant’s personal circumstances relating to income and Housing debts (e.g. Housing benefit /Universal Credit awards, employment pay dates and debts) in a polite, helpful and clear manner.  
· Interpret the tenant’s circumstances and identify cases that are not suitable for Direct Debit. Use judgement to refer cases to Budgetary Support, Citizens Advice, DHP Awards, or provide advice on Universal Credit application. 
· Review the balance and calculate advance payments to minimise debts. 
· Negotiate repayments with the tenant making judgements to delay or spread the debts. Set up formal agreements to this effect. Discuss and agree the terms with the tenant.
· Process the application in compliance with procedures and in line with Universal Credit or Housing benefit awards. 
· Ensure compliance with procedure, Court Orders and banking regulations.
· Manage Direct Debit Accounts in default. Contact the tenant and discuss repayment arrangements and outline the consequences for non-payment. Use judgement to negotiate and amend repayments or cancel the Direct Debit. Notify the tenant accordingly.
· Monitor accounts, and amend in the case of benefit and rent changes. 
· Issue notifications for changes including rent changes, tenant liability, bank details and payment frequency.
· Manage accounts in credit, investigate and offset Direct Debit instalments or refund through BACS payments.
· Administer account incentives following promotional campaigns. 
· Explain rent, benefit and repayment issues to tenants in a polite, clear and respectful manner. Respond to tenants with financial repayment issues in a sensitive manner assisting where possible to signpost tenant’s to support organisations.
· Provide advice on the balance of Direct Debit accounts to other teams where there are applications pending for mutual exchanges and applications for joint tenancies. 
· Maintain electronic systems and provide statistical information including accurate recording of Direct Debit applications and default information.
     

Maintain Rent Accounts and Property Charges

· Reconcile the weekly rent changes. Check adjustments, account for changes due to sales, demolitions, VAT. Provide an accountable audit trail. 
· Process tenancy related charges to the Rent Accounting system, including: Court Costs, Warrant Fees, Rent Allowances, Incentives, Repairs allowance and Void Credits
· Calculate tenancy allowances in respect of service tenancies. Apply to the rent accounting system in line with the conditions of tenancy.
· Remove Convergence Dampening each week to void properties to increase the weekly rent charge. Analyse the report to exclude certain categories (e.g. Use and Occupation Accounts). Calculate the level of weekly rent changes and prepare weekly debit change forms.
· Calculate and verify the increases in weekly rent following a change to miscellaneous charges (heat, light, services, etc.) or at a general rent increase.  Apply changes to the computer database and notify the tenant in writing of the revised rent level and the reason for the change.  Calculate and apply any retrospective adjustments that should be applied to the tenant’s rent account
· Housing Suspense account. Investigate entries and post rejected payments to the correct account. 
· Rent Refunds. Responsible for refunding rent overpayments in respect of Direct Debit accounts, sold properties and ad hoc reviews.  Investigate and identify debts on other housing accounts, arrange payment transfers and notify the tenant accordingly.  Verify that no Housing Benefit overpayments exist before authorising the refund. Advise tenants on the process for refunds to next of kin and executors.   
· Reinstate former debts Discuss with the appropriate Housing Manager, Income or Former Tenant Officer 
· Create sundry accounts such as Use and Occupation accounts.
· Prepare / award decant and disturbance allowances in line with Housing Committee policy.
      Amend the rent accounting system and inform tenants in writing. Liaise with Housing Benefits,
      Council Tax and Finance section where appropriate
· Home Loss. Responsible for the application and refund of disturbance and home loss payments to tenants. This includes a comprehensive check of debts before processing the refund, undertaking budgetary journals and maintaining financial records of payments throughout the scheme. 
· Amend tenancy let and void dates following approval from the Housing Manager. Ensure the rent account and Housing benefit is adjusted correctly
· Undertake the annual write off of irrecoverable debts following Housing Committee approval.
· Undertake adjustments to Tenants Insurance accounts (applying, cancelling & amending).
      Process account transfers as requested by Tenants Insurance Officer.   Carry out promotional 
      work including incentives re: Tenants Insurance.

All account and property charge changes are recorded. These are reconciled weekly to the Housing Rents system. Officers must verify adjustments, investigate discrepancies and take appropriate action to correct the account. Officers must maintain Audit trails of the original request, amendment and correction with supporting documentation.
     

System Interfaces and Financial Reconciliation /Reports

· Housing Benefits.  Reconcile the daily Housing Benefit files to the Rent accounting system in order to identify posting failures. Analyse the exception reports, investigate and refer all un-cleared cases to the Housing Benefits section.  Maintain accounting records of the weekly balances and benefits awarded.  Monitor rejected cases and chase Housing Benefits where appropriate. 
· Rent Arrears.  Calculate and reconcile the weekly arrears shown on the Housing rents system to verify accuracy. Analyse by the type of account, account balance, arrears and credit balances.
· Income Collection.  Reconcile cash collected from various income collection systems to Housing Rent system and the financial budgetary system. Provide a range of accounting and statistical reports on payment methods, trends in payments in statistical and graphical formats. Design and amend the information as required. 
· Creditors Tab.  Maintain financial spreadsheets of refunds processed in respect of cheque payments and BACS transfers in respect of rent, garage, and insurance refunds. Reconcile the values awarded to the Housing Rents systems and the financial ledger (Agresso).  Investigate and evidence differences.

· Produce financial information & graphical interpretation, analyse the information, and provide explanation periodically. Retain evidence on the calculation of the reconciliation for Audit scrutiny & financial year-end.  Document the reconciliation; maintain cumulative totals for year-end. Investigate and resolve any differences in liaison with the finance department. Retain evidence on the calculation of the reconciliation for Audit scrutiny         

Sundry Accounting Functions

· Council Tax – Void Properties – Review exception reports to ensure Housing are liable for void property periods.  Refer exceptions to Council Tax department.  Prepare statistics and ensure financial accuracy.    
· Journals – Calculate and prepare a range of quarterly summary journals in order to recharge other Directorates and internal departments.  
· Sundry Debtor system.  Process Sundry Debtor credit notes and Sundry Debtor invoices in relation to Housing debts.
· Provide Mortgage references to Mortgage / Finance companies.  Provide detailed statement of account history regarding payments and ensure authorisation obtained from customer.
· Tenants Home Contents Insurance. Provide a basic insurance service in the absence of the Tenants Insurance Officer.  Issue claim forms, record telephone messages and respond to general enquiries about the scheme. 
· Rent Setting. Annually rent charges are changed in bulk, usually as part of a Government directive. Understand the changes and the new rent calculation and respond to telephone queries from Housing officers or tenants.  
· Provide statistics through the use and development of spreadsheet packages, database records and analysis of in house computer reports (Business Object Reports).
· Provide sensitive and personal information (following due authorisation) to the police and related agencies. Undertake Freedom of Information requests.  

· Provide advice to Housing officers and tenants in relation to adjustments, payments and account transactions


Other Duties 
· Deal with electronic templates and incoming post, in the absence of the Support Assistant.  Undertake checks to ensure the completeness of forms received. Liaise with housing staff where errors are located. Monitor the level and nature of errors for performance monitoring purposes.
· Order Housing Payment Cards for tenants, maintain records of stock held with third party card provider and process invoices for payment of cards and stock ordered.
· Scan and file source documents Store electronically to show clear audit trail. 
· Undertake photocopying duties as required. 
· Assist other members of staff within the Rent Accounting Team under the direction of the Rent Accounting Team Manager in order to cover periods of sickness, leave, peak workload or specialised activity.  
· Participate in regular team briefings/supervisor sessions regarding work performance or other general matters affecting the Rent Accounting Team.





	
	

	
	

	Special Conditions
	 



	
	

	Car Allowance
	N/A    

	
	

	Prepared By
(Section/Mgr)
	Helen Stewart, Assistant Team Manager Rent Accounting


	
	

	Review Date 
	12.05.2025
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