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	Job title:	
	Income Officer

	Reports to:
	Income Manager

	Perm or contract:
	Permanent

	Full-time or part-time:
	Full time

	Location:
	Manchester



About Golden Lane Housing Limited
Golden Lane Housing Limited is a Community Benefits Society who works with people with a learning disability to provide supported housing around which they can build their lives and to help tackle the immense challenges that people with a learning disability face in finding a home.
Our vision: Our vision is a world where everyone with a learning disability has opportunities to access good quality housing that meets their needs.
Our values: 
· Caring: we support our tenants and colleagues and help them to achieve goals.
· Listening: we involve tenants in the review and design of housing services.
· Honesty: we build trust with tenants and families with fairness.
· Reliable: we are dependable and trusted to keep our standards and commitments.
· Creative: we work together in many ways for great results
About the role
The Income Officer is part of the housing income team and provides an effective and efficient and income and debt management service, supporting customers to sustain their tenancies and ensure GLH meets rental income performance expectations. The role is a key point of contact for customers and stakeholders and will work collaboratively with a range of internal and external stakeholders and key agencies in the delivery of an effective income and property service to all our tenants. 
The Income Officer role is key to the operational delivery and management of financial controls making sure that everything we do is financially viable and sustainable in the management of our rental income and service charge debt, SSH Housing Benefit Exemption Application, Supporting Housing Contracts Payments and accounts payable and receivable duties.



Responsibilities
· To be responsible for the creation and maintenance of rent accounts for new and existing tenants including production, monitoring and chasing of rental invoices, calculation of tenant contributions, service charges and responding to all queries on rent and council tax accounts.
· Support the Income Manager in the issuing of yearly rent increase notifications for all tenants, liaising with Housing and Customer Services team.
· Responsible for dealing with all tenant and former tenants queries which can include, rent payment, terms of tenancy, recovery of rent arrears and housing benefit queries ensuring that GLH policies and procedures are followed.
· Responsible for maintaining contact with tenant’s representatives, Local Authorities, or other non-tenant income providers to ensure any rent arrears debts are cleared. 
· Works with the Regional Housing Manager to deliver agreed action plans for restricted rents and supports the preparation of evidence for appeals and supports the Housing Officer with any liaison visits with the tenant and/or support worker.
· Responsible for ensuring that all Council Tax that is liable to be paid is covered by rent and relevant SMI forms have been completed and takes the lead on exempt cases application with the support of the Income Manager.  
· Managing and recording all local authority’s exemption application to support GLH in demonstrating compliance with the criteria for SSH provisions in accordance with social housing rents criteria / Standard.
· Responsible for all accounts payable matters and the recording and notifying the finance team of all managed properties contracts where service charges are provided by the landlord 
· Ensure there is no unallocated cash at month end and processes accurate year end accruals for AP invoices and all rental payables
· Keep Other Rental Debtors to balances under 60 days old, ensuring that proper processes are in place for re-invoicing and payment of those debtors
· Assist the Income Manager and Service Charge Officer with the intercompany balance rent account work at month end.
· Supports the Income Manager & Regional Housing Managers in the production of ad hoc tasks as and when required.
Candidate requirements
	· Good time management skills with the ability to work with competing deadlines and under pressure

	· Good communication skills, having confidence to interact effectively with different people, face to face, over the phone and by email

	· Ability to deal sensitively with all enquiries and tenants queries.

	· Ability to work as a part of a team and to adapt and respond to change

	· Highly IT literate, with the ability to use spreadsheet modelling skills

	· Experience of working within the housing sector and/or within housing income.	

	· Experience of income and debt management credit control

	· Awareness of the Housing sector and learning disability 
	

	· Awareness of Housing Benefits
	




Job Description template 2021

image1.jpg
4

E Golden Lane Housing




