Role Profile Addendum    
	Job Title: 
	   
Leasehold and RTB Support Officer 
  

	Role Profile Reference Number: 
	MUL058

	Role Profile Title 
	Technical Administration Officer i

	Directorate 
	Housing and Public Protection 

	Service area 
	 BCP Homes


 
	Specific responsibilities associated with this position  

	
Work as part of a team responsible for processing Right to Buy claims, providing a front-line leasehold service and calculating and implementing service charges for Council tenants.  This role will deal with leaseholder and tenant queries in the first instance, processing RTB applications, paying bills and keeping accurate records relevant to service charges and ensuring the relevant software systems are accurate and up to date.

Process Right to Buy applications end-to-end, including eligibility checks, references, and ensuring statutory deadlines are met.

Act as first point of contact for leaseholder enquiries, resolving issues quickly and issuing welcome packs and key information.

Maintain accurate leaseholder records and update multiple systems.

Manage administrative tasks such as scanning, filing, mail merges, and providing information to external organisations.

Support billing and service charge activities, including processing payments, assisting with accounts, S.20s, and estates charge updates.

Assist with insurance, communications, feedback surveys, and monitoring communal utilities (meter readings and charge reconciliation).

Please also refer to the accountabilities section in the role profile. 
 

	Specific person specification associated with this position  

	· 

Please also refer to the Knowledge/Skills/Experience section in the role profile. 
 

	 Other requirements for this position  

	 Use this section to identify other requirements for this position.  
· Health Surveillance:  
Will the postholder be exposed to hazards that will require health surveillance?    No  
  
· Politically Restricted Posts:  
Is this post politically restricted?     No 
  
· Lone Working:  
Will the postholder be required to work alone?       Yes  
  
· Supplementary Payments (eg Recruitment & Retention payment):  
Is there any approved salary supplement in place for this role?     No  
  
· DBS Check:  
Will the postholder require a DBS check?       Yes 
  
· Career Grade/Career Pathway  
Is there an established career grade or career pathway in place for this post?  No 
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