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020 8800 9606
Dear Applicant

Rental Income Manager
Thank you for your interest in the above post.  Please find below the following details:
· introducing IDS

· summary of conditions of service

· job description

· person specification

· equal opportunity statement
· ethnic monitoring form

Please complete the application form and return it with the ethnic monitoring form to reach us at our Head Office no later than Friday 27 February 2009 at 12 noon.   CVs or late applications will not be considered.

If successful in the short-listing process you will be invited to attend an interview on Tuesday 10 March 2009.  If you have not heard from us by Friday 6 March, please assume that your application has not been successful.

If you save your application and wish to email it as an attachment please send it to housing@ids.org.uk marked ‘Rental Income Manager’ in the header.  Alternatively, please complete your application and post it to IDS 5th Floor, Ockway House, 41 Stamford Hill, London N16 5SR to reach us no later than midday on the closing date of Friday 27 February 2009.  Please ensure adequate postage is paid as underpayment will result in the delay of your application and potentially missing the closing date. 

Please note that applicants who are short listed will be invited to attend an interview on Tuesday 10 March 2009. If you have not heard from us by 6 March, please assume that you have not been short-listed.

We look forward to receiving your completed application.  
Yours faithfully

Richard Hawkins
Director of Housing 
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· IDS is a Housing Association providing good quality and affordable accommodation for both individuals and families, regardless of ethnic origin, race, creed, age, marital status, sexual orientation or disability.  We are committed to an equal opportunities policy.

· We were formed in 1885 as the Four Per Cent Industrial Dwellings Company by a group of Jewish philanthropists, headed by the first Lord Rothschild. Their aim was to relieve the overcrowding in the East End of London where the large population of new immigrants faced very poor housing conditions. 

· Since 1974 we have been registered as a Housing Association with the Housing Corporation.  

· We house people who are homeless, those who are overcrowded and those whose present accommodation is unsuitable. Specialist skills have been developed to manage sheltered housing for the elderly and five schemes are now under our control.

· We have a long history of providing good service to our tenants and those needing accommodation.  We demand high standards and commitment from our staff in our drive to provide a responsive and cost-effective service.  We have a firm belief in the value of staff training and development and several staff have undertaken day release training. We have achieved accreditation as an Investor in People.

· We have over 1300 flats located in various sites within the London Boroughs of Hackney, Tower Hamlets, Southwark and Redbridge, mostly in tenement blocks built by IDS at the beginning of the century.  

· We are engaged in a modest expansion programme. The aim is to provide new accommodation to meet the needs of our traditional client groups.  Partnership schemes with local authorities and other social housing providers in our existing areas of operation are also being considered.

· We employ about 50 staff; many are residentially based and about half work from our head office at Ockway House.  The professional staff are led by the Chief Executive and senior management team comprising of the Directors of Finance, Housing Services and Technical Services.  A voluntary board of management oversees our work.  
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Post:



Rental Income Manager
Location:


IDS Head Office, 

5th Floor Ockway House

41 Stamford Hill, London N16 5SR

Salary:


£30,600 - £35,475 per annum
Hours:  


35 Hours per week 

IDS operates flexible working policies which you may be able to benefit from subject to the requirements of the policies

Annual leave: 

Our standard conditions of service include 20 days annual leave, rising to 25 days after three years service. In addition to statutory bank holidays, we are also closed on certain Jewish festivals.

Probationary period:
Three months

Notice period:

One month upon satisfactory completion of probationary period.

UNION:


UNISON is recognised by the Board of Management.





A non-smoking policy is in operation.

Pension:


We have an Occupational Pension Scheme, which you would be entitled to join from the commencement of employment.  Joining at a later date would be at the discretion of the Trustees.  There is a ‘final salary’ pension scheme in operation with a contribution rate of 3%.
Gym:



IDS offers on-site gym facility with low membership fees
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THE INDUSTRIAL DWELLINGS SOCIETY (1885) LIMITED

JOB TITLE:



Rental Income Manager

ACCOUNTABLE TO:

Director of Housing 

1.
OBJECTIVES OF POST

1.1 
To manage the administration of rent increases, rental income and arrears 

           control in line with IDS policy, to ensure that income is maximised and targets

           met.

1.2
Ensure that rental income policies & procedures are regularly reviewed and that             IDS complies with relevant legislation and best practice.

2.0 
MAIN TASKS
Rent increase and service and support charge administration

2.1 In line with IDS’ policies, ensure that rent reviews for assured tenants, rent registrations for secure tenants with rents registered by the Rent Service, and rent increases for shared owners are processed accurately and on time and that tenants are given correct and timely rent increase notifications, with details of increases passed to housing benefit authorities where relevant.  Rent increases are to take into account IDS’ target rent policy and appropriate caps set by the Rent Officer and Government guidelines.

2.2 To attend consultations and meetings relating to rents and service charges as necessary.

2.3
In consultation with the Housing Manager and Supported Housing Manager, to prepare service charge and support charge budget estimates with schedules for each scheme in time for increases and/or the annual budget making, and to monitor expenditure on services and support costs against budget.

2.4
For tenants where IDS collects the heating and hot water charge and/or water 
           charges, to calculate and levy these charges along with other rental charges.

2.5
To calculate service and other charges for shared owners, in addition to rent and 
           send notifications of these charges to the leaseholders. Where there is a  

           superior landlord, to obtain estimated and actual costs and to pass on the 
           appropriate charges to the
leaseholders.  
2.6    
To advise housing management colleagues of the rents to be charged for 
           re-letting of void flats.

2.7     
To recommend to Housing Manager requests for refunds of credits on rent 
accounts.

2.8   
To respond to queries from tenants about their rent charges and rent accounts.

Rent arrears work

2.9
To hold regular documented meetings with the Estate Managers and the 
           Housing & Tenancy Enforcement Officer to agree action on arrears cases over 
           £350. 
2.10 To assist front line staff to apply for DWP direct for tenants with serious and long 
           standing arrears who are in receipt of IS/JSA.
2.11 To maintain a system for monitoring all legal action taken against tenants for rent 
           arrears.

2.12 To assist front line staff in the preparation of Notices of Seeking Possession [and      Notices to Quit where relevant] on tenants who owe eight weeks’ rent and 
           arrange for their service by front line staff, and  to monitor compliance with 
           repayment agreements.

2.13 In consultation with the Housing Welfare & Support Officer advise tenants on 
           income maximization and benefit entitlement, automatically referring all tenants 
           taken to court for arrears to the Housing Welfare and Support Officer.
2.14 In consultation with the Housing Manager, prepare court papers and witness statements for possession claims and present cases in court.  
2.15 To ensure that all pre court arrears action complies with the Government’s national protocol for possession claims.
2.16 In consultation with the Housing Manager, to refer complex arrears cases [eg where include counter claims for disrepair] to approved solicitors.
2.17 In consultation with the Housing Manager and the Director of Housing, to prepare reports recommending eviction for the Housing Committee.
2.18 For shared owners with arrears, to take appropriate action to recover these, including writing to their mortgage lender and asking the latter to pay off the arrears and thus avoid legal action.
2.19 To liaise with Local Authority Housing Benefit Departments to obtain information of entitlement and progress of claims for presentation in court for possession proceedings for rent arrears.
2.20 To negotiate with Local Authority Housing Benefit Departments on claims for overpayment and approve the payment of overpayment invoices where appropriate and arrange for the debiting of the affected tenants’ accounts with the overpayment.
2.21 To attend Hackney Housing Benefit liaison meetings.
2.22 To prepare written requests to Finance for adjustment to rent accounts relating to court costs, corrections of errors etc for approval by the Area Housing Manager.
2.23 To develop and maintain systems, in consultation with the Director of Housing and Housing Manager, for recording and reporting performance against targets.
2.24 To provide statistics for the Housing Committee on estimated amounts of housing benefit owed to IDS.
2.25 To refer former tenant arrears to debt collection agency.
2.26 To recommend write off of former tenant arrears by Housing Committee.
3.0
General
3.1
To attend training courses, conferences and meetings as necessary.

3.2
To ensure that IDS' policy of racial ethnic and sexual equality is reflected in its service to tenants and generally promoted amongst the staff. Report to the Director of Housing where this is not the case. 

3.3
To provide cover for members of the department during periods of sickness or annual leave as appropriate.

3.4
To undertake additional duties consistent with the above as requested by the Director of Housing.
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	Requirements
	
	Method of Assessment

	

	1. 
Experience

	1.1 Two years experience covering the main duties within   

           the job description.
	Essential
	Application form/Interview 

	1.2 Have experience of preparing court papers and 
           presenting cases in court.
	Essential
	Application form/Interview 

	1.3 Have experience of setting service charges and 
           preparing service schedules.
	Essential
	Application form/Interview

	1.4      Have experience of serving Notice for rent arrears.
	Essential
	Application form/Interview/ test

	1.5       Have experience in dealing with Leaseholder arrears /    

           service charge enquiries. 
	Desirable
	Interview

	1.6
Have experience of Excel spreadsheets at intermediate level.
	Essential
	Application form/Test

	1.7       Have experience of preparing statistics and reports for 
           senior management and committee members.
	Desirable
	Application form/interview

	1.8 Experience of setting and monitoring performance targets and using statistical information to implement change
	Desirable
	

	1.9       Have experience of using IT data bases and housing

           Management software.
	Essential
	Application form/interview


	1.10    Have experience of dealing with the public.
	Essential
	Application form/interview

	2.
Education



	2.1
5 GCSE ‘C’ grade equivalent including Maths and English.
	Essential
	Application form

	2.2  Educated to degree level or equivalent.
	Desirable
	Application form

	3.
Knowledge



	3.1 Rent registrations and Rent Officer determinations.                               
	Essential
	Interview

	3.2 Housing Corporation Target Rent regime.
	Essential
	Application form/Interview

	3.3 Sound knowledge of housing management services and legislation, housing case law and responsibilities of a social landlord
	Essential
	Application form/Interview

	3.4 Knowledge of income/debt collection methodologies.
	Essential
	Application form/Interview

	3.5 Knowledge of Housing Benefit levels and legislation.
	Desirable
	Application form/Interview

	3.6 Knowledge of housing finance & budgetary control. 
	Essential
	Application form/Interview

	4.
Skills

	4.1 Ability to use computer systems including word processing, spreadsheets and databases for correspondence, reports and performance monitoring
	Essential
	Application form/Interview

	4.2 Ability to work on own initiative, be self-motivated, balance conflicting priorities, meet deadlines and make decisions.
	Essential
	Application form/Interview

	4.3 Ability to communicate well both verbally and in writing with tenants, staff and outside agencies.
	Essential
	Application form/Interview

	4.4
Ability to provide a customer focused service.
	Essential
	Application form/interview


	5.
Personal Qualities
	
	

	5.1 Ability to work as part of a team and adapt to new challenges
	Essential

	Application form/interview

	5.2
Ability to prioritise workload
	Essential
	Interview

	5.2 Ability to deal with tenants and staff sympathetically and 
           tactfully.

	Essential

	Interview

	6.
Equal Opportunities

	6.1
To be aware and be able to demonstrate a commitment to equal opportunities
	Essential
	Application form/interview

	7.
Health & Safety

	7.1 To be aware and be able to demonstrate a commitment to health and safety issues
	Essential
	Application form/Interview
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IDS is committed to becoming an equal opportunity housing association.  This means that:

· In the provision of housing services and employment of staff to provide these services IDS will seek to ensure equality of opportunity in treatment for all persons.

· No person or group of persons applying for housing will be treated less favourably than any other person or group of persons because of their race, colour, ethnic or national origin or because of their religion, sex, sexuality, physical disability, appearance or marital status. 

· IDS is committed to principle of equal opportunity in employment with the intention of ensuring that merit is the sole basis upon which appointments will be made.

· To help fulfil its commitment to equal opportunity, IDS will collect and monitor records of the ethnic origin or all those applying to it for housing or employment.

· In the engagement of contractors and other agencies, IDS will seek to ensure their commitment to the principle equal opportunities.

· In the composition and operation of its management committee, IDS will be mindful of its commitment to equal opportunity.

· IDS will take positive action where applicable to enable ethnic minority groups to benefit from its housing services.   
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IDS aims to be an equal opportunity employer. We want to treat everyone equally whatever their race, colour or ethnic origin. The information requested will enable us to determine whether or not we are achieving this aim.  All information about an individual's ethnic origin will be regarded as strictly confidential, will be kept separately and will in no way affect the outcome of your application for employment.

Please tick the box you consider best describes your ethnic origin.

White British




(
Asian / Asian British: Pakistani
(
White Irish




(
Asian / Asian British: Indian
(
White Other




(
Asian / Asian British: Other
(
Mixed White and Black Caribbean
(
Black / Black British: Caribbean
(
Mixed White and Black African

(
Black / Black British: African
(
Mixed White and Asian


(
Black / Black British: Other

(
Mixed Other




(
Chinese



(
Asian / Asian British: Bangladeshi
(
Other




(
Date of Birth: ………………………………………………….

	Where did you see this advert?


	Post applied for: Rental Income Manager (February 2009)


	Are you registered disabled?                                                               Yes / No

Can you please specify the nature of your disability.                                    




Please complete the Ethnic Monitoring and Application forms and either post to:

IDS 5th Floor, Ockway House, 41 Stamford Hill, London N16 5SR or email to  housing@ids.org.uk  marked Rental Income Manager to be received by the closing date Friday 27 February 2009 at 12 noon.   CVs and applications received after this time will not be considered.
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