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JOB DESCRIPTION
Job Title: Income Administrator 


Date Created: 28th September 2015 
Responsible to:  Income Manager 
Main Purpose of Job – 
To maximise income performance through comprehensive administrative support to the Income Team. The Income Administrator will be required to monitor arrangements and court orders, as well as deal with former tenant arrears as soon as the tenancy is terminated. The role further requires the update and maintenance of the housing system, the management of Direct Debits and responding to incoming customer enquiries. 

Specific Tasks 
CURRENT TENANT RENT CONTROL
· To monitor new tenant’s account within the first 6 weeks of their tenancy in line with current procedures  

· To deal with telephone enquiries about rent accounts and make calls and send

· letters to tenants who are behind with their rent payments

· To monitor all arrangements, including court orders – bringing any breaches to the Income Officers attention 

· To manage the Direct Debit (DD) process and ensure that cancelled DD are promptly followed up

· To  promote the use of DD and to take debit/credit card payment over the phone using the Callpay system 

· To ensure accurate and clear records are kept and documents scanned

· To log correspondence and ensure that all responses are sent within target times

· To liaise with Housing Benefit, DWP and any other relevant agency 

· To assist Income Officer  in compiling month end reports required for performance monitoring 

· To apply on the instruction of the Income Officer for Alternative Payment Arrangements (APA) or Direct Deductions 

· To input customer information onto the housing system 

· To ensure that the expected Housing Benefit and payment cycle on the appropriate screen is updated as necessary and any cancellations and suspensions are promptly actioned 

FORMER TENANT CONTROL 

· To escalate cases through stages at the appropriate time, including instructing Trace and Debt Recovery Agencies and actioning cases requiring court action in line with the FTA procedure.

· To negotiate with former tenants by reaching an agreement to clear arrears, always trying to ensure that the maximum affordable amount is agreed

· To ensure that all agreements and actions are recorded on the appropriate screen.

· Submit cases for write-off in accordance with the Group’s Policy and Procedures.

FORMER TENANT CREDITS 

· To ensure that former tenant credits are refunded where required

· To write off any credits over 2 years old in line with FTA procedure 

· To attend meetings and/or training and development activities, and represent BCHG, as required.
· Ensure that all the Group’s policies and procedures are adhered to at all times
· Undertake any other tasks appropriate to the post as required by the Group.
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PERSON SPECIFICATION

Job Title: Income Administrator 
Responsible to: Income Manager 
	Criteria
	Essential/ Desirable
	Assessment Method

	Knowledge
	
	

	1.
	Knowledge of housing management and issues surrounding social housing
	Desirable 
	Interview 

	2.
	Knowledge of  Housing Management Systems, preferably Capita
	Desirable 
	Interview 

	3.
	Knowledge and commitment to provide excellent customer focused service
	Essential 
	Interview/Test

	Skills/Experience
	
	

	 4.
	Numeracy skills that will enable to analyse accounts and give statistical information

	Essential 
	Test 

	 5.
	Excellent communication skills able to simplify difficult concepts for residents, high level confidence in handling difficult phone calls

	Essential 
	Interview 

	 6. 
	Ability to use MS Office applications to an intermediate level
	Essential 
	Interview/Test 

	 7.
	Experience of providing information and guidance to members of the public, as well as dealing with demanding customers 

	Essential 
	Interview 

	Qualifications/Training
	
	

	8.
	Educated to NVQ Level 3 or equivalent
	Essential 
	CV/Interview 

	Other
	
	

	 9. 
	Possess full UK driving licence
	Desirable 
	CV

	10.
	Commitment to the Group’s core values
	Essential 
	Interview 

	11.
	Recognise the diverse needs of customers 
	Essential 
	Interview 


	Criminal Record
	Disclosure Level

	This role is subject to a satisfactory disclosure and barring check. 


	Standard/Enhanced
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