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POSITION TITLE		Senior Community Housing Officer	
REPORTING TO		National Team Leader, Community Housing
DEPARTMENT		Housing	
CLASSIFICATION		SCHADS Level 5

THE ROLE
The Senior Community Housing Officer (SCHO) is essential to the guidance and mentoring of Community Housing Officers to ensure delivery of high-quality tenancy services and will provide support to the Team Leader while overseeing key funded programs.

As an SCHO you will maintain tenancy systems, undertake data collection and analysis to ensure key KPI’s are met, provide advice and information to residents, and operate under the Victorian Residential Tenancies Act (RTA). You will operate within a team environment to achieve the organisational goals and objectives.

KEY RESPONSIBILITIES

· Provide training and sharing experience to guide and mentor colleagues.
· Act as a point of reference and escalation for Community Housing Officers and colleagues.
· Oversee Head Leasing Program, Affordable Housing program and other funded programs, as directed
· Develop, in conjunction with the Team Leader, process improvements to enhance service provision.
· Support the National Team Leader by preparing reports for analysis and review to ensure the team meet their KPI's and improve their overall performance 
· Maintain and manage accurate tenancy and property data on the company’s data bases.
· Arrange, record and report on maintenance issues.
· Operate across the housing portfolio within the Victorian Residential Tenancies Act (RTA) for all tenancy actions such as allocation, lease and rent reviews, inspections, rent collection and recovery, signing up tenancies, access, and exit procedures.
· Represent the organisation at VCAT.
· Provide assistance, advice, and information on all matters relating to YWCA housing to clients through phone and front counter service.
· Oversee the allocation process as directed including all areas of the orientation, preparation of ingoing, welcome pack, and the sign-up process.
· Act as a backup to Community Housing Officer and Maintenance Officer in their absence and provide administrative support to help them manage their portfolios.
· Contribute to and promote safe work practices that are consistent with YWCA’s policies and comply with WH&S legislation.
· Promote and actively support a safe and inclusive working environment that celebrates everyone’s uniqueness, including their race, gender identity, age, disability, religion, ethnicity, sexual orientation, and experiences.
· Perform other duties as directed by the manager.


QUALIFICATIONS, EXPERIENCE AND ATTITUDE
· Minimum 3 years’ experience in the community housing sector, or property related industry ensuring familiarity with community housing practices and procedures.
· In depth knowledge and understanding of the Victorian Residential Tenancies Act.
· An awareness, understanding, and sensitivity to the needs of people who are in housing crisis, have disability, and diverse people from various cultures. 
· Ability to maintain and manage tenancy data on various data bases - Chintaro and Excel.
· Well-developed oral and written communication skills.
· Effective use of technology and software applications.
· High level organisational and administrative skills.
· Mediation and conflict resolution skills.
· Victorian Driver’s License.
· A valid state-based working with children or working with vulnerable people check.
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