Role Profile Addendum    
	Job Title: 
	   
Lettings Officer 
  

	Role Profile Reference Number: 
	HOU005

	Role Profile Title 
	Housing and Advice Officer II 

	Directorate 
	Housing and Public Protection 

	Service area 
	 BCP Homes


 
	Specific responsibilities associated with this position  

	
· To ensure that empty council properties are let to those in housing need and nominated from the council’s Strategic Housing and Partnerships team. 
· To make arrangements to carry out viewings of empty homes with prospective tenants and dealing with any resulting queries. 
· To liaise with the Strategic Housing and Partnerships team and other services/organisations to ensure that properties are suitable for prospective tenants. 
· To provide prospective tenants with information relating to the property and managing the tenancy. 
· To complete required documents for tenancies to commence. 

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

	Specific person specification associated with this position  

	· Clean driving licence and access to a vehicle. 

Please 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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