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Job Description and Person Specification Profile

	Job Title
	Tenancy Relations Officer

	Job ID
	K74

	Service
	Housing Advice

	Grade
	H

	Reporting to
	Housing Advice Manager



	The Role

	As a Tenancy Relations Officer, you will play a fundamental role in helping Tameside residents’ access and sustain homes within the Private Rented Sector (PRS). You will lead the delivery and promotion of financial incentives and practical interventions designed to support tenancy stability and assist people in securing suitable PRS accommodation.

You will act as a trusted source of advice for tenants, responding to a wide variety of enquiries about rental agreements, deposit protection requirements, tenant and landlord responsibilities, and the processes involved in lawful eviction. By providing clear guidance and early support, you will help tenants feel secure, informed, and confident in their homes.

Occasional challenges can emerge in the relationship between landlords and tenants, often linked to miscommunication or conflicting expectations. When this happens, you will step in as a fair and balanced mediator, supporting both sides to reach a resolution that prevents further conflict. You will work to safeguard tenancies and encourage landlords to uphold responsible and compliant practices in line with the Renters’ Rights Act.

While most landlords in Tameside operate within the law, a minority may act in ways that breach their legal obligations or engage in behaviour that amounts to harassment or unlawful eviction. In such cases, you will provide tailored support and advocacy to affected tenants, ensuring they understand their rights and the protections available to them. You will gather evidence, assess the circumstances carefully, and apply relevant Council policies relating to Harassment, Unlawful Eviction, and Housing Enforcement. Depending on the severity of the case, your response could range from informal engagement to the pursuit of formal action or prosecution. Throughout this work, you will prioritise the tenant’s wellbeing, offering a compassionate and holistic approach during what can be a highly distressing experience.

Main Duties and Responsibilities include:

· Investigate alleged breaches of relevant legislation, including the Renters’ Rights Act 2025 and the Protection from Eviction Act 1977, covering issues such as illegal eviction, discriminatory practices and unlawful rent increases. 
· Enforce landlords’ statutory responsibilities within the Private Rented Sector (PRS), including conducting investigations and issuing Civil Penalty Notices in accordance with legislation, Council policy and enforcement best practice. 
· Determine and progress proportionate enforcement action, using professional judgement to decide between informal resolution, serving legal notices, or escalating cases for formal intervention or prosecution. 
· Act as the Council’s principal point of contact for complaints of landlord harassment and/or illegal eviction, providing clear advice, support and appropriate signposting. 
· Facilitate early dispute resolution between landlords and tenants, promoting lawful behaviour and encouraging compliance with the Renters’ Rights Act 2025. 
· Provide specialist guidance on tenancy‑related matters, including deposit protection, prohibited fees, rights and responsibilities, and legal routes for ending a tenancy. 
· Negotiate with landlords where appropriate to secure a tenant’s return to the property or to agree an amicable and sustainable resolution.
· Maintain accurate and comprehensive case records, ensuring all information is captured to a standard suitable for enforcement activity and legal proceedings. 
· Gather and evaluate evidence including correspondence, photographic records, statements and notices/letters served. 
· Prepare witness statements and attend court to give evidence when required. 
· Work with Housing Enforcement and Legal Services to prepare case files for potential criminal prosecution and support interviews conducted under the Police and Criminal Evidence Act 1984 (PACE). 
· Signpost tenants to appropriate agencies and legal aid providers where civil remedies or injunctions may be appropriate.
· Deliver and promote the Council’s PRS access, support and tenancy sustainment schemes, ensuring residents can obtain and successfully maintain private tenancies. 
· Support the operational delivery of the Deposit Assistance Scheme, such as administering referrals, completing property inventories, arranging cash deposits and upfront rent and rental top‑ups.
· Monitor and review the effectiveness of schemes to ensure they continue to meet the needs of residents and support tenancy readiness, access and sustainment.
· Work with Council services and partner agencies to coordinate referrals, source accommodation and facilitate incentives and upfront payments to secure PRS housing. 
· Where appropriate, advocate on behalf of vulnerable tenants, including assistance with Rent Repayment Orders and challenges to invalid eviction notices.
· Work proactively with Housing Options to identify and reduce homelessness risks arising from PRS disputes or unlawful eviction. 
· Collaborate closely with colleagues across Housing Standards, Enforcement, Legal Services and external partners to ensure a joined‑up approach. 
· Build and maintain positive working relationships with private landlords, letting agents, tenants and support networks, promoting good practice and compliance. 
· Contribute to training, policy briefings and awareness‑raising materials to support the Council, partners and residents in understanding the implications of the Renters’ Rights Act 2025.
· Identify opportunities to improve service delivery, efficiency and consistency, contributing to the continuous improvement of enforcement and tenancy management processes. 
· Stay up to date with all legislation, regulatory changes and best‑practice guidance relevant to the role, attending training where appropriate.
· Manage a varied and often complex caseload independently, responding to changing demands, emerging issues and case priorities. 
· Appropriately escalate cases where thresholds for formal intervention or legal action are met.
· Ensure compliance with GDPR and the Council’s data protection policies.


The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· GCSEs (Grade C/4 or above) in English Language and Mathematics, or equivalent qualifications demonstrating strong levels of literacy and numeracy.

Your essential skills, knowledge and experience

· Experience of working directly with customers in a front‑line setting, including engagement with private landlords and letting agents. 
· Experience of managing challenging situations, resolving issues and delivering positive outcomes in a customer‑focused environment.
· A sound understanding of the Private Rented Sector, including market pressures, affordability challenges, and issues relating to property management. 
· Comprehensive awareness of housing legislation, policy and best practice, including (but not limited to) Housing Act 1988, Housing Act 2004, Protection from Eviction Act 1977 and Renters’ Rights Act 2025. 
· Ability to keep up to date with and respond quickly to emerging legislation and changes in policy affecting the PRS and homelessness prevention.
· Ability to interpret and apply relevant legislation within day‑to‑day casework. 
· Strong influencing and negotiating skills, with a proven ability to achieve successful and timely resolutions. 
· Excellent interpersonal skills, enabling the development of effective working relationships with tenants, landlords, partners and stakeholders, and the ability to build trust quickly. 
· Ability to promote and reinforce good practice within the PRS, ensuring both landlords and tenants understand and meet their legal responsibilities. 
· High levels of resilience and emotional intelligence; able to manage difficult behaviours and sensitive situations professionally. 
· Ability to use initiative, take ownership of issues and proactively identify practical solutions. 
· Strong organisational and administrative skills, with exceptional attention to detail and accuracy. 
· Effective written and verbal communication skills for engaging with a wide range of audiences. 
· Ability to prioritise workload, manage competing demands and work flexibly in response to service needs. 
· Competent IT skills, with the ability to use a range of systems and software confidently.
· A clear commitment to delivering high‑quality customer service and achieving the best possible outcomes for residents. 
· A full valid driving licence with the ability to travel using your own transport as required.


If you have the following experience or qualifications – then that’s great!

· Experience or formal training in the application of the Police and Criminal Evidence Act 1984 (PACE), particularly in relation to evidence gathering, conducting or supporting PACE‑compliant interviews, and contributing to case files prepared for potential enforcement or prosecution.



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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