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FIRST HOUSING
Aid & Support Services



FIRST HOUSING AID & SUPPORT SERVICES

JOB DESCRIPTION

	Title:
	Landlord Recruitment Officer, SmartMove (3 Years Fixed Term)


	Reports To:
	Landlord Liaison Manager, SmartMove


	Purpose &

Objectives:
	To provide a suitable response to the beneficiaries of Smartmove Housing, through appropriate management structures and systems that meets the needs of service users, funding bodies and stakeholders of the Project.

To build and maintain a landlord base to provide suitable properties for let within the private rented sector of Northern Ireland


	Location:
	Based in Belfast to cover various regions of Northern Ireland  (home based)


	Salary


	£ 21,500 pa

	Hours Of Work
	37.5 hours per week  



	Probationary Period


	6 months

	Annual Leave
	5 working weeks, exclusive of bank and customary holidays



	Sickness Scheme
	3 working weeks contractual pay in any 12 month rolling period under current terms and conditions of employment



	Pension
	Company pension available, details available on request


MAIN TASKS AND RESPONSIBILITIES

1. To recruit landlords to the SmartMove service by implementing a suitable strategy
2. To ensure that landlord targets are met and maintained
3. Contribute to the creation of appropriate promotional and information materials

4. Assist the Landlord Liaison Manager to plan and deliver information events to potential landlords that will outline the benefits of the service to both them and their tenants

5. Ensure all properties that a landlord would like to register with the service are of an acceptable quality standard and advise on required improvements if applicable

6. Ensure that all landlords joining the service have provided all required documentation for the properties that will be let such as electrical certificate, landlord registration scheme number, tenancy deposit scheme registration scheme, energy performance certificates, insurance, proof of ownership, valid gas certificate, certificate of fitness or HMO certificate if applicable

7. Ensure new landlords are aware of their duties and responsibilities if they join the service and ensure that a management agreement is in place before any properties are let

8. Ensure that relevant Landlord details are kept up to date such as bank details and are provided to the finance department for rent accounting and payment 

9. To participate and provide reports and updates to the Landlord Liaison Manager as required, and contribute to reports submitted to the Board of First Housing and respective funding bodies, as required. 

10. To maintain database systems of outcomes, activities, equal opportunities, levels and indicators of performance so that reports will be made available to the Landlord Liaison Manager within the expected deadlines.

11. Ensure that an effective and cooperative relationship is maintained with our landlords
12. To liaise with relevant bodies and stakeholders to promote and maximise service delivery 
13. To carry out other duties appropriate to the post as may be required.

RELATIONSHIP WITH LANDLORDS 
· Attend local landlord meetings and forums and present where appropriate

· Search relevant landlord and property databases and make initial contact with landlords to recruit them into the project

· Ensure landlord packs are kept up to date and landlords are registered 

· Carry out property inspections following Smartmove Housing property inspection procedure

· Maintain contact with landlords – through mailing or phone contact

· Give Landlords any relevant legal or other good practice information about letting and property management as appropriate and maintain records for audit purposes

· Participate in mediation between tenants and landlords if appropriate
STAKEHOLDER ENGAGEMENT  
· Attend relevant network meetings and forums with referring agencies

· Map out and gather information on other agencies within the region that may access the service

· Provide presentations to referring agencies on the project

· Ensure referring agencies have up to date referral forms and criteria
RELATIONSHIP WITH FIRST HOUSING

· To be an active team member, supporting colleagues, being prepared to receive support as necessary and contribute fully to team workload

· To participate in staff meetings as required

· To participate in staff development and review

· To attend training as identified and required in relation to personal and professional development

· To comply with the policies and procedures in place that meet with health and safety legislation

· To respect our policy of promoting equality/valuing diversity

PERSON SPECIFICATION 

Landlord Recruitment Officer, SmartMove  (LRO.R2.01)

	Requirement
	Essential or Desirable?
	How Assessed?

	Qualifications / Education / Training:
· A Relevant Professional Qualification or degree in the field of Housing, Business or related field (minimum NVQ Level IV or equivalent) 
	Essential


	Via application form/appropriate certificates

	· A current driving licence with access to a car. (Can be waived in the case of applicant whose disability prohibits driving, but who is able to organise suitable alternative arrangements).
	Essential


	Via application form/appropriate documentation



	Experience:
· Two years proven track record of working within a Property letting service, recruiting landlords

	Essential


	Via application form/ interview/references

	· Ability to advise of rights and responsibilities of both landlords and tenants and housing legislation

	Essential
	Via application form/interview/references

	· The post holder must be able to demonstrate a good attendance/performance work record  


	Essential


	Via application form/interview/references

	· Ability to deliver concise recording systems and reports  


	Essential


	Via application form and interview

	· Ability to work effectively and meet deadlines and targets  


	Essential


	Via application form and interview

	Knowledge:

· Knowledge of the support and Housing needs of individuals 


	Essential


	Via interview

	· Knowledge of Vulnerable Adults Policy and Procedure
	Desirable
	Via interview

	· Knowledge of the work of the statutory, voluntary agencies associated with Housing/Addiction/ Homelessness 


	Essential


	Via interview

	Skills & Competencies:

· Excellent interpersonal and communication skills, particularly able to deliver information in an engaging manner to suit a variety of audiences
	Essential


	Via presentation exercise/ interview/application form



	· Competent in the use of IT software such as word processing, databases, publisher, spreadsheets, internet and e-mail
	Essential
	Via presentation exercise/ interview/ application form/references 

	· Flexible, approachable and can work under pressure


	Essential
	Via references/interview

	· Able to work both independently (remotely) and as part of a team.
	Essential
	Via references/interview

	· Willingness to take managerial direction.


	Essential
	Via references/interview

	· Excellent organisational skills and ability to prioritise workloads to deliver within agreed deadlines


	Essential


	Via interview/references

	Personal Attributes:

· Ability to retain confidence and discretion.
	Essential
	Via references/interview

	Other:

· No health problems which would adversely affect ability to carry out all the duties of the post.
	Essential
	Via application form and interview


