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ROLE PROFILE
	Job:  Student Accommodation Officer
	Reports to:  Keyworker Team Leader
	Tier:  6b



	Job Purpose: 
· To contribute towards the effective management of service delivery to the Group’s student accommodation portfolio, ensuring that key performance indicators are met.  To be responsible for the day to day management, including rent services, accounting processes and organising repairs and maintenance for Your Housing Group’s Student Accommodation.  To work as part of the Group’s Keyworker Team and provide assistance and support across this portfolio.

	Key Competencies:

· Team Work

· Financial / Budget Management

· Managing KPI’s

· Customer Excellence

· Relationship Management

· Decision Making & Problem Solving

	Key Responsibilities:

1. Perform day to day activities to manage a portfolio of student properties on a scheme including tenancy and void management, property inspections, rent, deposit and service charge collection and organisation and completion of repairs and maintenance tasks ensuring operational targets are met.

2. To be the first point of contact for residents and other key stakeholders in respect of a student accommodation.

4. Carry out light maintenance to properties, communal areas, external grounds and the accommodation management office, e.g. changing fluorescent light tubes, easing and adjusting doors, change tap washers, grouting, sealing around baths and window cleaning, maintaining communal grounds and co-ordinate weekly refuse collections, keeping records of work activities and maintenance repairs.
3. To ensure compliance with relevant statutory legislation, regulatory requirements and contractual obligations, ensuring any risk to the Group is managed effectively. To ensure regular Health and safety Risk Assessments and checks are complete

4. To provide management information and performance indicators on key areas such as rent arrears, void control and other property management performance indicators as required.

5. Respond to and take appropriate action in cases of breaches of tenancy and work closely with colleagues in Your Response and Specialist Housing Division in resolution of such matters. 

6. Build and Maintain positive and productive relationships with partners through which we deliver services in particular the University of Central Lancashire

7. To assist Line Manager and work with the Groups Marketing department to implement marketing plans to ensure 100% occupancy.




	
	Essential
	Desirable

	· Knowledge skills & experience


	· Experience of performing day to day property, tenancy and rent account management activities to a multi occupancy property portfolio.

· Knowledge of safeguarding

· Competent at undertaking low level repairs

· Experience of maintaining positive working relationships with internal / external stakeholders.

· Knowledge of legislation in respect of statutory compliance issues and housing management.

· Ability to work independently and as part of a team

· Ability to produce documents using Microsoft Office applications e.g word and excel

	· Experience of working in a residential student property management environment



	· Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	· The post of Student Accommodation Officer is required to work as part of the Accommodation Team performing day to day management activities to the Group’s Keyworker and Student Schemes. 
· The post holder will need to demonstrate the ability to work in a specialist, high performing team, achieving performance targets, whilst delivering outstanding housing services and fostering excellent customer relationships.  The post holder will contribute to the effective day to day delivery of services to Your Housing Group residents
	

	· Key Relationships (internal/external)

	· Collective responsibility of working with colleagues in Communities, Your Response, Property and Resources to ensure products and services meet contractual / legal requirements, financial budgets and adhere to KPI’s.  

· To maintain positive working relationships with NHS trust and University partners.

· To provide cover for absent colleagues across the Keyworker Portfolio as may reasonably be requested.
	

	Qualifications

	· No formal
	

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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