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JOB TITLE:


Rental Services Administrator
RESPONSIBLE TO:

PRIVATE LETTINGS MANAGER

PURPOSE

To provide a high-quality administrative support service to the Private Lettings Manager and Love Living Homes Team.

KEY OBJECTIVES:

· To assist the Private Lettings Manager in all matters concerning Marketing and Lettings Management and administration
· To administer the set up and start of new tenancies, to include registering applications, allocating offers and setting up tenancy files
· To liaise with other staff, departments and organisations as necessary
· To liaise with other staff regarding deposit protection

· Answer incoming telephone calls for Private Lettings and keep a log of these calls dealing with them where possible
· Provide typing, filing and general administrative support to the Manager and, where necessary, the team.
· Set up meetings and viewings as directed by the Manager/Team
· Send out brochures and applications forms 
· Maintain a list of interested parties for private renting
· Processing invoices as required
· Booking property adverts in the appropriate publications and websites as instructed
· Monitor available properties for let
· Void property management to include logging voids, printing void memos, and re letting properties as instructed
· Monitor and deal with unpaid payments, rent arrears and direct debits as required
· To assist in conducting market research relating to local market rental figures
· To send out customer satisfaction questionnaires and collate results
· Any additional duties as may be required
These objectives are meant as a general guide and are not exhaustive; other duties may be required.

General

· Adhere to the Group’s equal opportunities policy and to actively promote equality of opportunity wherever possible.
· Recognise, respect and promote the different roles and diversity of the individuals within the Group.
· Actively contribute towards the Group’s key performance indicators and professional standards. 
· Work in accordance with the General Data Protection Regulations (GDPR) and Data Protection Law and be responsible for the integrity of personal information you process.  This may include identifying anomalies in data and investigating and correcting them where appropriate.  Ensure you attend training on data protection regularly.
· Be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act (1974) and relevant EC directives.
· Participate in training and attend other meetings and staff events as required.
· Undertake other such duties as may be reasonably expected from time to time.
· Be an effective member of your team, presenting a positive impression of your section and the Group.

This job description is a guide to the nature of the work required.  It is not comprehensive and does not form part of the contract of employment

Person Specification
	Area
	Skills and Experience
	Essential/ Desirable

	Education and Qualifications
	· GCSE or equivalent education
· Competent user of Microsoft Office packages

	E

E



	Knowledge and Experience
	· A good level of administrative experience, including the introduction and review of processes

· Demonstrable achievements in improving services for customers

· Demonstrable experience of organising and prioritising a busy workload

· Previous experience in a similar environment
	E
D
E
D

	Skills
	· Excellent interpersonal skills including the ability to influence and persuade

· Able to demonstrate a proactive approach to resolving problems
· Demonstrate resilience in pressured and stressful situations
· Good numerical and analytical skills

· Proven ability to organise and prioritise work, meet deadlines, work under pressure and handle a number of tasks simultaneously and accurately
· The desire to address the needs of customers in a way that shows commitment to excellent customer service, seeking feedback to drive improvement.

· Able to analyse information and data logically and reach sound conclusions

· Excellent written and verbal communication skills, communicating professionally, projecting a positive impact on recipients
· The ability to interact and build productive relationships internally and externally with a range of agencies including leaseholders and solicitors.
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