JOB DESCRIPTION

Job Title:



Lettings Officer

Grade:




5

Reports to:



Neighbourhood Lettings Team Leader
Regular liaison with:
Residents, Local Authority Referral Agencies, L&Q staff, statutory and outside agencies, Occupational Therapists/Social Services Department

Major Objectives:

1
To allocate new and existing properties within the Neighbourhood.
2
To ensure void properties and new developments are turned around and let quickly to meet L&Q targets.
3
To minimise the number of void properties within the Neighbourhood to achieve L&Q targets.

4 To effectively liaise with residents, local authority partners, L&Q departments and other relevant agencies.

5 To increase resident satisfaction with our services and ensure services are delivered in an efficient and cost effective manner.

Key Areas of Responsibility:

1
To ensure that the void process is effectively carried out taking overall responsibility for the voids within the Region.

2
To pre-allocate new and existing properties within the agreed remits laid down in the lettings plan and Trust policy and procedure.

3
To sign up and induct new and existing residents ensuring that the sign up procedures are adhered to at all times.

4
To interview prospective and existing residents in accordance with L&Q procedures.

5
To attend design meetings, ensuring that the lettings team is represented.

6
To attend snagging and handovers ensuring the handover process is effective and new homes are taken into management.

7
To effectively liaise with Development, Property Services, Neighbourhood Services, and Resident Services teams, ensuring that good communication exists and that all the relevant information is provided.

8
To build and maintain local authority partnerships ensuring effective liaison and communication exists.

9
To operate L&Q IT systems in order to carry out L&Q procedures.

10
To produce statistical information where necessary, in particular local authority returns and void statistics.

11
To review systems where necessary and respond positively to the changing environment within the Allocations functions.

12
To carry out responsibilities in line with the Trust Diversity policy.

13
To assess and process Home Loss and Disturbance payments as required.

14
To prepare reports and other paperwork including relating to appeals and complaints.

15
To liaise with existing and new residents on issues relating to allocations and voids providing clear and concise information.

16
To carry out accompanied viewings where necessary.

17
To operate mobility schemes.

18
To initiate legal action where necessary, including the service of notices.

19
To carry out duties paying due regarding to Health & Safety Legislation.

20
Any other duties as directed by the Team Leader.

