

[image: image1.jpg]





JOB PROFILE:

ASB/Tenancy Enforcement Advisor

RESPONSIBLE FOR:
No Staff

RESPONSIBLE TO:
Neighbourhoods Services Manager

PURPOSE:
To provide a high quality tenancy enforcement service; ensuring outstanding customer service and service delivery by acting as a representative for Teign Housing in court and within our neighbourhoods.  Provide an effective response to tenancy breaches, ASB & through prevention, intervention, enforcement and communication.
To work within the Company’s Equality and Diversity Policy, Health and Safety Policy, Data Protection Policy and relevant strategies.  Complying with Teign Housing’s service standards and ensuring the highest level of customer care.  

Ensure that all activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the Company’s policies and procedures.

Key Tasks:
1. To provide a consistently outstanding service that demonstrates Teign Housing’s corporate values and makes a real difference to resident’s lives, including working with customers and staff to ensure that tenancy breaches are kept to the minimum, and that action taken provides a proportionate response.
2. In conjunction with colleagues across the housing service ensure a speedy and focussed response to anti-social behaviour, DV,, rent arrears, tenancy fraud  and other breaches of tenancy conditions. Action will be proportionate, fast and efficient and supported by a clear action plan and relevant pre-court protocols.    
3. To manage a caseload of the most complex ASB  reports that are likely to escalate to enforcement action and share lessons learned when cases are closed.

4. Liaise with victims and witnesses of ASB , gathering evidence to support any alleged activities.

5. To fully execute enforcement action from court application onwards in relation to ASB, rent arrears and recovery, and other tenancy breaches.
6. To undertake appropriate workforce development, providing expert advice/guidance to other team members in the form of briefings and training sessions as well as individual coaching sessions
7. To provide updates to customers in terms of success rates in dealing with persistent nuisance and tenancy breaches for the betterment of the majority of our customers.

8. To engage and foster productive relationships/initiatives within the context of multi-agency and multi-disciplinary teams.
9. Liaise with colleagues, statutory and other agencies to ensure effective investigations are undertaken.

10. Keep up to date with legislative and policy knowledge in relation to income recovery, ASB, tenancy fraud etc.

11. Act as Teign Housing’s representative at Court User Forums and update other colleagues within Teign Housing Services teams accordingly.

12. Develop and maintain effective relationships with Court staff ensuring that the necessary protocols are followed.
13.  As part of the Neighbourhood Services team it will be necessary to assist with duty cover, as well as covering other key tasks in times of staff absence or annual leave.

14. To prepare reports as and when required for members of SMT, Board and the Tenants Forum.

	No job profile can cover every issue, which may arise within the post at various times, and the jobholder is expected to carry out other duties requested by the Head of Housing from time to time.
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Signed:……………………………………………………………………………………….





Date: …………………………………………………………………………………………








