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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.

	Post Details

	Job Title 
	Housing Income Manager

	Service 
	Housing

	Team 
	Housing and Income Collection

	Location 
	Shute End 

	Reports to 
	Service Manager – Housing and Income

	Worker Style 
	Fixed Base – Located at a defined Council office/location 
Hybrid – Remote working with attendance at Council offices as and when required 
Community – Work is based in the community and at Council offices, with less frequent time at home 

	Responsible for 
	Rent Officer x 4, Tenancy Sustainment Officer x 2 – Grade 7

	Grade 
	9

	Contract Type 
	Permanent

	Post number (if known) 
	 



	Main Accountabilities

	1.
	Lead and manage a team of Income Officers to deliver high performance in rent collection and arrears recovery.

	2.
	Develop and implement strategies to maximise rental income and reduce arrears.

	3.
	Ensure compliance with relevant legislation, regulatory standards, and internal policies.

	4.
	Produce accurate and timely performance reports for senior management and stakeholders.

	5.
	Work collaboratively with housing management, finance, and support services to ensure a holistic approach to tenancy sustainment.

	6.
	Support the development and implementation of digital tools and automation in income collection processes.

	7.
	Manage complex arrears cases and represent the organisation in legal proceedings where necessary.

	8.
	Contribute to the strategic planning and continuous improvement of income management services.

	9.
	Strategic lead for income collection. 

	10.
	Service planning and transformation responsibility

	12.
	Regulatory and legal accountability.



	Person Specification                Essential                          
	Desirable

	Education/Qualifications
	· Educated to Level 4 standard (e.g. CIH Level 4, HNC, Foundation Degree) or equivalent demonstrable management experience within social housing income services. 
· Evidence of continuing professional development relevant to housing, income management, welfare reform or leadership.

	· Chartered Institute of Housing (CIH) Level 4 Certificate or Diploma in Housing. 
· CIH Level 5 qualification in Housing. 
· ILM Level 5 Award/Certificate in Leadership and Management. 
· Degree or postgraduate qualification in Housing, Business Management, Public Administration, Finance or a related discipline.

	Experience
	Proven experience in income management or rent collection within social housing. 
	Experience in managing change and implementing service improvements.

	Skills/Knowledge
	Strong leadership and team management skills.

Excellent knowledge of housing law, welfare reform, and regulatory standards

Ability to analyse data and produce performance reports.

Strong communication and interpersonal skills.

- IT literate with experience using housing management systems.
	

	Behaviours/Attributes
	Commitment to customer service and tenant engagement.
	



	Purpose Details

	Service Purpose
	To ensure the effective management and collection of rental income across the council’s or housing provider’s housing stock. The service aims to maximise income, support tenancy sustainment, and reduce arrears through proactive engagement, early intervention, and partnership working—ensuring compliance with legal and regulatory frameworks while delivering a high-quality, customer-focused service.

	Role Purpose
	To lead and manage the Rental Income Team to ensure effective rent collection, arrears recovery, and income maximisation across the housing portfolio. The role ensures compliance with regulatory standards and delivers a customer-focused service.

	Corporate Parenting
	You will champion the principles of corporate parenting by embedding its ethos in all aspects of service delivery, ensuring decisions and actions consistently reflect the responsibility to act as a corporate parent to children in care and care leavers, and actively contribute to shaping and implementing the wider corporate parenting strategy.



	[bookmark: _Hlk188363295]Supervision and Relationships

	Supervision Received
	The post holder will operate will have supervision, reporting to the Service Manager - Housing Management and Refugee Services

	Supervision Given
	The service manager will supervise the Housing Income team within Operational Housing

	Contacts
	Ensure effective relationships within all housing teams and different teams within wider Place Directorate and the Council. 



	[bookmark: _Hlk188363540]Resources/Budget Management

	Value of rental income collected £23m



	[bookmark: _Hlk188363701]Special Requirements

	N/A


  
	[bookmark: _Hlk188366407]Occupational Health Risk Assessment                	                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	N

	Exposure to Noise (>80-85dB)
	N

	Confined Spaces
	N

	Frequent Display Screen Equipment Use
	N

	Driving for Work
	N

	Hand Arm Vibration
	N

	Lone Working
	N

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N

	Specialised Medical Screening
	N

	Night Working
	N

	Safety Critical Work
	N


               
	[bookmark: _Hlk188365394]Nature of the Role	                                                                                                              Details

	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	N

	Working with Elderly/Disabled Adults
	N

	Work Environment Details
	N



	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	<Y/N>

	Working with Vulnerable Adults
	<Y/N>

	Both of the Above
	<Y/N >

	Providing Care/Supervision for Children
	<Y/N >

	Providing Care/Supervision for Vulnerable Adults
	<Y/N>

	
Both of the Above
	<Y/N >

	None of the Above
	<Y/N>



	[bookmark: _Hlk188366184]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	<State level of DBS check required or N/A>

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 



	                                                       Re-checks

	<Details of required regular checks in line with regulations.>









	Evaluation Declaration

	Date of Evaluation:
	August 2026

	Evaluated by:
	HR 
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