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The Lettings and Property Management Officer will support the Three sixty Manager and Lettings Manager in leading the operational delivery of the Private sector service and its functions including Lettings and Property Management, Stockport Homes Deposit Scheme, and Refugee Services delivered on behalf of the Home Office. 

As a Lettings and Property Management Officer you will support the daily operational activities of a busy Private Sector lettings and management service within the Stockport Homes Group, ensuring it is delivered to a high standard, meeting legal requirements with efficient, effective and agile working in order to respond to an ever-changing environment and the changing requirements of Private Sector landlords, tenants, stakeholders and funders. 

You will work within a One Team approach across the service, ensuring that all Officers working within the service and other relevant SHG staff work, as one, to maximise efficiency and deliver excellent services to customers.   


Within the Property Management Service

PERSONAL GROWTH
Access learning and development opportunities to maximise your strengths and utilise your talents

FLEXIBLE WORKING
Flexible working arrangements ensure you can achieve a healthy work life balance

RETAIL DISCOUNTS
Access to a wide range of discounts to provide savings on food and shopping
PENSION
Access to the generous benefits the GMPF scheme offers , including life cover
GENEROUS ANNUAL LEAVE ENTITLEMENT
25 days annual leave plus the opportunity to earn addtional days leave 
HEALTH CASH PLAN
Claim back a proportion of your everyday healthcare and medical expenses
SALARY
From £22,183
RESPONSIBLE FOR
N/A
RESPONSIBLE TO
Lettings Manager
CORE PURPOSE
To deliver a professional lettings and property management service to meet the needs of residential landlords, and to support tenants into private rented accommodation.



· Complete regular property inspections to ensure they comply with legislation.

· Complete accurate written and photographic inventories of properties and contents. 

· Ensure rental income is maximised, and monitor rental payments including rent collection and issuing legal notices where appropriate. 

· Manage tenancy renewals and the move-out process including deposit claims. 

· Ensure tenants are adhering to the terms of the tenancy agreement and deal with any breaches of this promptly and effectively. 

· Assist with developing a private sector offer that is competitive within the market, sustainable, and delivers social benefits. 

· Champion safeguarding. 


RESPONSIBILITIES the Lettings and Property Management Officer will…


[image: ][image: ]· Maximise the performance of the service by meeting targets and measures set by the Service Business Plan and support the growth of the service by increasing landlord take up. 

· Ensure maintenance work is carried out quickly and satisfactorily, and ensure prompt and efficient turnaround of void properties, including property marketing, viewings, and tenant referencing. 

· Maintain accurate and up to date records and ensure that audit procedures are followed. 

· Communicate effectively with landlords and tenants to sustain tenancies and respond to any disputes ensuring successful outcomes are achieved by delivering a sensitive approach to complaints from either party.

· Assist with delivering a range of refugee related projects on behalf of the Home Office.
· Respecting others’ attitudes, beliefs, traditions and cultures. 

· Being adaptable and flexible. 

· Being enthusiastic and wanting to develop. 

· Being efficient and determined. 

· Learning from mistakes and moving on. 

· Asking challenging questions.


STRENGTHS the Lettings and Property Management Officer will deliver key responsibilities by…
· Thriving on pressure and being results driven. 

· Being hard working and tenacious and energised by fast paced work. 

· Presenting ideas and information in a way that engages people. 

· Wanting to do something meaningful and beneficial.

· Ensuring that things happen when they need to. 
· Excellent written, verbal and presentation skills, the ability to maintain accurate records and files, and excellent letter and report writing skills. 

· Experience of managing tenancy turnaround quickly and efficiently. 

· The ability to manage complaints or disputes quickly, efficiently and sensitively. 

· A good working knowledge of IT and Microsoft Office applications. 

· Experience dealing with safeguarding issues. 

· Excellent organisational skills with the ability to manage a diverse caseload of properties and tenancies effectively. 

· Business awareness, the ability to identify and pursue a wide range of opportunities to support new landlord take up and growth of the business. 
· The ability to successfully support the delivery of a residential lettings and property management service.

· Ideally some experience working in residential lettings and property management, although this is not essential.

· Experience of maximising performance against targets and outcomes. 

· Exceptional interpersonal and negotiation skills. 

· The ability to effectively balance conflicting priorities to meet targets, and deliver successful and diverse projects. 

· The ability to use own initiative to resolve problems on behalf of clients and work with minimum supervision.
REQUIREMENTS the Lettings and Property Management Officer must have…
VALUES the Lettings and Property Management Officer will role model core values through….
Social Responsibility
We always try to do the right thing; using our role as a service provider, employer & buyer to generate trust, build our communities & empower our people

Respect
We treat each other with respect; supporting & inspiring one another & collaborating across teams & partnerships

Innovation
We are innovative in everything we do; with the agility, creativity & edge to keep defying expectations & delivering fresh & exciting things

Passion
We have a passion for what we do; with positive, motivated & enthusiastic staff who enjoy their work


Ambition
We have the ambition & courage to challenge; translating this into commercial success & brilliant outcomes for customers

Excellence
We continually improve how we work; challenging the status quo, learning from what goes well & always being professional
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