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JOB DESCRIPTION

Job Title: Income Management Officer
Location: London.
Supervising and Guidance.
Finance Manager.
Main Duties & Responsibilities.
To provide a comprehensive income management service for both current and former tenants, supporting arrears recovery, credit monitoring, and the effective management of funds. This includes offering appropriate welfare benefit advice and assistance. Specific objectives and deliverables will be agreed as part of the annual Performance and Development Review (PDR). The points below summarise the main duties and responsibilities:
· Assist in the delivery of an outstanding income recovery service across the organisation, maximising income collection and ensuring a modern, accessible, efficient, and effective service.
· Maintain the housing management system with up-to-date and accurate information.
· Identify and escalate appropriate recovery actions, including complex cases.
· Liaise with legal services where necessary.
· Record tenant information fully and accurately on the housing management system.
· Initiate and progress legal action and notices where appropriate, within set timescales and in accordance with rent recovery policies.
· Ensure recovery actions are taken within agreed timescales and comply with relevant policies.
· Maximise arrears collection by proactively contacting tenants via phone, letter, or other required communication channels.
· Agree payment plans to clear arrears within reasonable timescales.
· Monitor and ensure payment plans are maintained, taking proactive steps when they are not.
· Handle difficult situations professionally and calmly.
· Attend and represent the organisation at Court Hearings and Review Hearings as required.
· Make outbound calls to tenants in arrears and record key details accurately.
· Manage inbound and outbound correspondence.
· Liaise with debt collection agents when needed.
· Maintain relationships and refer cases to external organisations, such as local authorities and the DWP, where appropriate.
· Visiting tenant’s properties to discuss rent arrears issue if it is necessary.
· Karin is a small organisation, and staff may be required to assist in roles outside of their job description. 




Admin work:
· Ensure all tenant files, including court records, third-party information, and other sensitive documentation, are filed appropriately and securely.
· Prepare board and staff reports.
· Prepare and send quarterly tenant statements.
· Issue rent arrears letters to tenants.
· Attend staff meetings and other relevant meetings. 
· Taking part of writing and preparing tenants newsletter.
· Visiting the office time to time if it is necessary.
· Answering the phone and taking messages if other staff is not available.

Contacts:
· Staff at other locations
· Local councils and MPs
· Local authorities
· Landlords and partner organisations
· County courts
· Tenants and their relatives
· Community organisations and agencies
· Members of the public (as required)
· Police
· Bailiffs
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