	
	
	



Job Description
Landlord Liaison Officer
Role Profile		_Housing Support Officer (HOU002) 
Service/Team	_Housing Options & Partnerships 
Reports to		_Principal Housing Options Officer
Responsible for	_n/a
Number of posts	_1
Post number	_
Career Grade	_BCP Grade F
My job improves the quality of life for the people of Bournemouth Christchurch and Poole by ensuring support and advice is available to landlords and their tenants


Job Overview
To work in partnership with the Private Rented Sector (PRS) and assist those in housing need to access and sustain PRS accommodation to create long-term sustainable tenancies.  
Act as a broker between people who are homeless or at risk of homelessness and good quality landlords by offering suitable tenants and providing financial guarantees and support, so the risk to landlords is reduced. 
Ensure tenants can access local support services, therefore improving the likelihood the tenancy will be sustained.

Provide landlords with a specific point of contact and building relationships with PRS landlords, liaising with housing benefit departments and other key stakeholders such as voluntary agencies, and other relevant council departments to deliver an effective service. 


Key Responsibilities
· Support the administration of financial assistance scheme for landlords, including the tenancy deposit loan and bond schemes processes
· Complete rent deposit loan sign ups with clients including financial assessment and giving basic money advice, making repayment agreements in every case. 
· Contact clients regularly by telephone, letter and in person to recover monies lent by the Authority. Monitor client’s monthly repayments and update support records accordingly. Liaise with colleagues in financial services to ensure maximum income recovery. 
· Work with deposit protection schemes to ensure accurate and lawful registration and protection of the councils financial interests. Carry out bond claim assessments using gathered evidence which is verified from landlord and tenant. 
· Maintain positive relationships with private sector landlords and increase access to private sector accommodation through proactive accommodation finding 
· To assess the suitability of accommodation for households in partnership with appropriate professionals  
· To provide specialist advice on matters relating directly to tenancy advice and allocation of accommodation 
· To provide a first point of contact for private and social landlords regarding property availability, nominations, refusals and tenancies at risk 
· To carry out all necessary verification checks, including credit references, address and identification to prevent fraud and ensure safe allocations, rent deposit applications & support is provided to landlords 
· To provide information, statistics and reports as required and to contribute to reviews of policy and procedure. 
· To maintain an awareness of housing demands of those with accommodation needs, such as emergency homeless, specialised adapted accommodation or bespoke need 
· To attend case conferences and represent the service as required 
· To meet with, respond to and promote multi-agency initiatives involving landlords on a regular basis 
· To ensure all procedures are maintained and complied with 
· To contribute to the promotion and marketing of the councils private rented sector offer.  
· Refer cases to the fraud investigation team where appropriate. 
· Ensure compliance with client confidentiality data protection and freedom of information requirements. 
· Keep up to date with legislative changes, government directives and good practice relating to the private rented sector and develop and implement new initiatives and good practice in Bournemouth, Christchurch and Poole. 
· To carry out any other duties as required by the manager which are commensurate with the grade of the post and contribute to the prevention or alleviation of homelessness and housing needs across Bournemouth, Christchurch and Poole. 
· Maintain accurate case and file notes and records. 
· Support clients to apply for Discretionary Housing Payments (DHP) to secure or maintain accommodation, working closely with Housing benefit and Housing Advice colleagues regarding monitoring and use of DHP direct HB payments  
· To participate in one to one sessions, team and unit meetings. 
· To comply with all decisions, policies and standing orders of the Council and any relevant statutory requirements, including the Equality Act, the Health and Safety at Work Act and Data Protection Act. 

Specific Qualifications and Experience (Essential / Desirable)
· Working with a customer services environment, including face to face with members of the public (E)
· Working with vulnerable clients, those with complex needs or in a challenging environment (D)
· Experience of partnership working (D)
· Experience of working in the financial or recovery sectors including giving financial advice or assisting clients with budgeting (D)
· Experience of housing related services or similar field, or other relevant experience (E)
· Educated to 3 A-levels standard or equivalent experience (E)
· Educated to level 3 NVQ Customer service or equivalent (E)


Personal Qualities & Attributes
· Ability to impart relevant financial and legal information to clients and to inform decision making process (E)
· Ability to complete income and expenditure forms and give basic financial advice (D)
· Be able to respond to unexpected demands and change effectively (E)
· Ability to collect, verify and analyse information and deliver reports. (E)
· Competent using relevant systems including Microsoft Office suite (E)
· Effective verbal and written communication skills (E)
· Ability to negotiate and mediate between the council, clients and private / social sector landlords (E)
· Ability to prioritise workloads and working to tight timescales, and be flexible to change (E)
· Ability to deliver information across in differing formats to clients with a range of abilities and needs  (D)
· Ability to problem solve to constantly changing demands (E)
· Willing to develop good knowledge and study legislation (E)
· Illustrate a good attitude to team working (E)
· Calm and measured (E)
· Motivated self-starter able to work with minimal supervision (E)

Job Requirements
· Understanding and commitment to diversity and equal opportunities (E)
· 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. (E)
· Able to undertake home visits which may involve stairs and steps (E)
· Basic DBS check (E)
· Ability to speak fluent English (E)
This job description is not exhaustive and reflects the type and range of tasks, responsibilities and outcomes associated with this post.
