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Job Description  
    
  
My job improves the quality of life for the people of Bournemouth Christchurch and Poole by…
Helping to provide the opportunity for Council tenants to purchase their homes and therefore providing safe, secure and sustainable homes, enabling opportunities for people to live well.
Leasehold Officer

Job Overview  
To be part of a team that ensures the leasehold service is delivered in line with current leasehold legislation and best practice.  To achieve innovative, cost effective and focussed service delivery that meets customer expectations, aspirations and diverse needs. 
  
Key Responsibilities  
· Assist leaseholders in their understanding of their leases, legislation and regulation.
· Have direct responsibility for managing and controlling leasehold income and expenditure through financial control, accurate financial system reconciliations and the correct interpretation of legislation and legal documentation, with value for money being a key driver.
· Establish and prepare accurate service charge accounts and statements for leaseholders within legislative timescales and formats and which comply with leasehold legislation and good practice guidelines.
· Determine and direct the consultation requirements for undertaking major works and long term agreements for leasehold properties and ensure these are correctly undertaken to enable the Council to fully recover the cost of works.
· Undertake arrears prevention work for leasehold property service charges.  Recover all monies due to the Service Unit using robust and timely income recovery procedures, to protect the Council’s financial position and enable the debt to be recovered.
· Respond effectively to solicitors’ enquiries regarding re-sales of existing leasehold properties, using the format LPE1
· Maintain current knowledge of leasehold legislation and best practice
· Deal with enquiries and challenges from leaseholders effectively and courteously.

Specific Qualifications and Experience  
· Expert knowledge of leasehold property management and leasehold legislation, particularly the Commonhold & Leasehold Reform Act 2002. 
· Degree in a relevant subject or be able to demonstrate equivalent knowledge, skills, and proven experience in income management.  
· A relevant professional qualification (or equivalent experience) in housing and evidence of continuous professional development that demonstrates understanding of best practice.  
· Authoritative knowledge of the work practices, processes, procedures, and policies relating to leasehold management, including the legal and regulatory requirements and the risks of non-compliance.     
· Knowledge of all relevant legislation, statutory guidance, national codes, and standards.  
· Excellent knowledge and practical application of the Section 20 consultation process. 
· High degree of numeracy and proven ability to produce end of year financial statements and financial reconciliations. 
· Advanced Excel skills. 
· Excellent written skills with proven ability in developing working procedures and composing clear written explanations.  
  
Personal Qualities & Attributes  
· Able to build and maintain positive working relationships with customers, colleagues and external agencies.  
· Ability to provide advice and guidance to colleagues based on professional knowledge and experience.  
· Excellent verbal and written communication skills.  
· Ability to understand and explain complex legislation clearly and communicate matters relating to leasehold legislation to a varied audience.  
· Commitment to providing high levels of customer care. 
· Keen to acquire new skills and knowledge. 
· Able to manage a large complex workload and remain calm under pressure.
· Ability to exercise judgment, sensitivity and discretion to develop and manage stakeholder relationships and assigned cases. 
· Ability to negotiate, influence, resolve conflict and deal with contentious issues appropriately and effectively to achieve required outcomes. 

Job Requirements  
· Must have an appropriate DBS check.   
· Must be able to travel, using public or other forms of transport where they are viable, or by holding a valid UK driving licence with access to own or pool car. 
· Some work outside of normal working hours may be required.  
 
 
This job description is not exhaustive and reflects the type and range of tasks, responsibilities and outcomes associated with this post.  
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