Role Profile Addendum    
	Job Title: 
	   
 Income Accounting Officer 
  

	Role Profile Reference Number: 
	HOU032

	Role Profile Title 
	Housing Income Accounting Officer 

	Directorate 
	Housing and Public Protection 

	Service area 
	BCP Homes


 
	Specific responsibilities associated with this position  

	
To ensure maintenance of rent accounts, providing admin support in relation to payments and verification of rents for benefit purposes and ensure that rent accounts are set up accurately to ensure that benefit and rent payments are credited in a timely manner. 

Respond to initial customer enquiries regarding their rent accounts and refer complex enquiries to the Income Officers.

Administer income processes including post, team mailbox, and issuing rent letters, statements, and payment cards.

Set up, update, and close rent accounts, ensuring systems are accurate and up to date.

Process financial activities such as direct debits, refunds, transfers, payments, and instructed write-offs.

Reconcile accounts, including suspense balances and payment allocations.

Liaise with other organisations, including benefits verification, system updates, and processing debt relief schemes.

Provide administrative support to the Income Team as and when needed.

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

	Specific person specification associated with this position  

	  You will have GCSEs (or equivalent) in Maths and English. While a housing-related qualification is not
  essential, previous experience working within a local authority, housing association, or similar 
  customer-focused environment would be an advantage.
  You will be confident using IT systems, have excellent communication skills, and demonstrate a high 
  level of accuracy and attention to detail. The ability to organise and prioritise your workload 
  effectively, manage competing demands, and meet deadlines is essential.
 

	 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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