Job description

	Job title: Estates Rents Assistant
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	Department: 

Development

Service: 


Strategic Assets & Property 
Section: 


Strategic Assets & Property (Finance)
Grade: 


Grade D 
Post reference number: 
JE1000004312

	

	1 Job purpose

To provide an effective Estates Rent service to support the effective management of the Council’s commercial and investment portfolios.


	

	2 Principal duties and responsibilities

	Specific principle duties and responsibilities
1. To support the management of customer rent accounts that includes but is not limited to the following 

· Raising invoices
· Producing credit notes

· Taking payments

· Processing refunds

· Producing monthly reports

· Production of payment reminders, final notices and warrants

· Maintaining financial payment and arrears information systems 
· Contacting debtors

· Processing internal rent transfers

· Calculating interest payment

· Supporting reconciliation of accounts
· Receipt and release of tenant deposits

General duties and responsibilities

2. Under the direction of the Commercial Finance Manager to provide cover as required to the support to the Property Support  and Records functions including responding to telephone and email enquiries including recording information and message taking and enquiry resolution.

3. To progress chase on a range of Estates Rent matters to ensure colleagues achieve Corporate, Departmental and external deadlines and financial targets.

To manage casework and liaise with immediate colleagues where required

4. To organise, maintain and develop Information Systems.

5. To communicate with internal and external customers face to face, in writing and over the telephone adhering to the Directorate standards.

6. To provide advice and information to colleagues and customers concerning Estates Rent functions and processes.

7. To attend meetings when required, preparing notes and other documents to support Directorate colleagues.

8. Assist with identifying areas for improvement by continuous monitoring and evaluation of processes and procedures.

9. To provide information and support relevant projects reviews a.

10. To support continuous improvement in the Directorate and support the Council as a whole in its drive to achieve excellence.

11. To support the development and implementation of strategies and plans to improve standards.

12. To work outside normal office hours as and when necessary.
13. To proactively build and develop a positive reputation for the Directorate by acting as an ambassador when dealing with other colleagues, customers and external partners and ensuring a positive customer and citizen focused approach at all times.



	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	5 All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way.  All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

6 Post holder’s immediate supervisor:  Commercial Business Manager

	Numbers and grades of any staff supervised by the post holder: Due to the flexible nature of this post, Supervisory responsibility may be required.



	Prepared by/author: Kevin Shutter
Date: March 2017

	Job title: Director – Strategic Assets & Property


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date: 


Person specification

	Job title: Estates Rent Assistant



	Department: 

Development

Service: 


Strategic Assets & Property
Section: 


Strategic Assets & Property
Grade: 


Grade D


Post reference number: 
JE1000004312
Areas of Responsibility

Requirements

A

T

I

Knowledge and Technical Skills

Extensive use of and experience of using the MS Office Suite.

X

X

X

Numerate, with an ability to undertake financial calculations as required

X

X

Experience of financial processes, data entry and retrieval

X

X

X

Experience of dealing with difficult conversations with customers with tact to enable positive resolutions

X

X

X

Ability to work under pressure and meet deadlines.

X

X

Experience of planning and organising own workload and be able to work flexibly in a pressured environment.

X

X

X

Enable and support managers to be more self-sufficient.

X

Maintain and assist with the development of information systems and related procedures.

X

X

Ensure production of quality reports and documents 

X

X

Support and take accurate records of complex meetings.

X

Demonstrate a commitment to meeting performance standards and targets and set a positive example.

X

X

An ability to actively problem solve and implement solutions in a focussed and positive way

X

X

X

Encourage a culture of continuous improvement.

X

X

Seek self-development and implement any feedback to improve.

X

X

Areas of Responsibility

Requirements

A

T

I

Communication and Team Work

Ability to communicate effectively at all levels utilising a variety of methods including telephone, email and face to face.

X
X
Ability to defuse difficult conversations for a positive resolution 

X
X
Seek feedback of how own behaviour impacts on others.

X
Promote a shared understanding of the service objectives.

X
X
Work with and encourage colleagues to contribute to new ideas for service improvements.

X
X
Ability to work in a confidential and politically sensitive environment.

X
X
Work to promote mutual respect and good relations

Work in partnership with others to support the service

X
X
Develop open constructive working relationships with others including own manager

X
X
Understand diversity of customers and stakeholders both internally and externally and moderates communication to suit audience.

X
X
Identifies potential barriers for customers and contributes to resolving these.

X
X
X
Demonstrates a commitment to a quality, customer focused service.

X
X
X
Work Related Circumstances

Willingness to comply with the city council’s non-smoking policy.

Willingness to undertake a DBS check which is required for this role

X
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	I understand and accept the job duties and responsibilities contained in this job description.
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