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	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	 Landlord Liaison Officer

	Directorate
	Adult Social Care, Health & Housing

	Service Area
	 Housing Access, Strategy & Homelessness

	Reports to
	 Team Leader - Private Rented Options   


	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	To act as first line of contact for all landlords across the district in order to support them in maintaining tenancies and compliance with the relevant Housing Laws. 
To  provide advice and support to landlords and their tenants, to resolve tenancy related issues promptly and appropriately and to be a part of ensuring that the objectives and targets of the Private Rented Options team are met.
To develop awareness of the scheme among landlords with property in Bradford, and to encourage a better understanding among  Bradford landlords of such areas as landlord/tenant law, housing standards, new developments or initiatives which may affect the private rented sector, establishing communication lines with landlords through newsletters, social media, awareness events, and  the provision of training.



	Duties and Responsibilities (maximum of 15 points, with no sub bullet points)

	
1. Establish and maintain a good working relationship with landlords in order to retain them onto current tenancy schemes, or promote the benefits of joining the scheme in order to ensure that, where possible, tenancies are sustained and homelessness is prevented

2. Maintain regular communications with landlords through emails,  paper or online newsletters, social media and other methods,  producing informative and/or advisory literature in various formats and co-ordinating landlord training through relevant training providers.

3. Promote good practice with landlords and give landlords information on their rights and responsibilities under the relevant Housing Acts and other relevant legislation, offering support and advice on matters such as tenancy agreements, rent deposits, repairs disputes, dealing with anti social behaviour, the legal position regarding Notices to Quit and possession proceedings, and how to avoid accusations of illegal eviction or harassment.

4. Develop a landlord forum and arrange meetings as required including invitations to speakers, arranging venues, publicity etc.

5. Act as the first point of contact for landlords following tenancy sign up, managing a fluctuating caseload of tenancies.

6. During the tenancy sign-up process, help tenants apply for relevant benefits where necessary to cover the rent, requesting  direct payments to landlords where appropriate, and liaise with benefit services as required to minimise any benefit delays.

7. Resolve any tenancy related issues as they arise, and assist with the resolution of any disputes between the landlord and tenant. This may include visiting landlords/tenants at the property, mediating between landlord and  tenant and giving advice to either or both parties, or  signposting/ referring tenants to other agencies for help and support as necessary.

8. Help minimise claims under the scheme for rent loss and damage liability, ensuring concerns or complaints are dealt with effectively and efficiently, assisting landlords and tenants to resolve issues concerning rent arrears or repairs and - where appropriate - supporting tenants to set up regular payment plans acceptable to the landlord for rent arrears and recharges for which the tenant is responsible.  

9. Periodically carry out Post Tenancy Reviews with landlords and tenants to ensure tenancies are running smoothly.

10. Work collaboratively with colleagues on the Outreach and Private Rented Options team and with the Housing Options service to ensure wider service needs are met.

11. The Landlord Liaison Officer must at all times maintain accurate records, including records kept in systems used within the team, and records kept within Housing Options systems. 

12. As part of periodic performance reporting for internal or external bodies, help prepare data on  performance outcomes etc.as necessary.

13. Maintain up to date knowledge of relevant housing, benefits and welfare law and regulations.

14. Be a competent user of IT applications including standard office software packages e.g. Word and Excel.



	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	Responsible to the Private Rented Options Team Leader who sets overall priorities and workload and gives guidance on matters of policy and where issues are complex or sensitive. 

The officer is expected to work on their own initiative, making decisions within established procedures.

The post has no direct reports but is occasionally required to guide and advise new and temporary staff.

Required to work in situations where there is a potential for conflict. Must be able to weigh up quickly the risks and hazards involved and take all measures appropriate to eliminate personal risk.

May be required on occassion to work outside normal hours including evenings and weekends as the occasion demands.

May be required to work at any office as the occasion demands and be prepared to work in a flexible way.

Required to undertake home visits in localities across the district and as such good mobility will be required e.g. ability to climb stairs, walk distances etc. 

Expected to attend meetings, courses and conferences as necessary, related to the prime objectives of the post.

Must have a full driving licence and access to a suitable vehicle for use at work, and must be insured for use of own vehicle for commuting to and from work, and for use by the insured at work.

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  
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 Person Specification
	Knowledge / Skills / Experience required

	Demonstrable experience in a similar role / environment preferably within the private rented sector or social housing and/or supported housing.

Demonstrable experience of dealing with queries related to lettings and housing management or demonstrable transferable skills.

Demonstrable experience in developing good relationships between landlords and tenants, advising both parties face to face and over the telephone of their rights and responsibilities under the relevant Housing Acts and legislations etc.

Educated to at least NVQ Level 4 standard or relevant equivalent experience.
Appropriate private rented sector-specific qualifications advantageous (e.g. Institute of Residential Property management, Nat Fed of Property Professionals, BTEC etc)

Knowledge and understanding of landlord and tenant law.

A good working knowledge of welfare benefits including Universal Credit.  

Knowledge and understanding of the barriers affecting vulnerable people accessing accommodation through the private rented sector and of the support tenant and landlord need to overcome the challenges in securing and sustaining tenancies.         

Knowledge of the housing sector/private housing market.



	Key benchmarked competencies, traits and motives required to successfully deliver the role  These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	
x

	IT Packages
	Uses a range of complex IT packages relating to area of work
	x

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	x

	Continued professional Improvement
	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	x

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	x

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	x

	Relevant Professional Qualification
	Educated to at least NVQ Level 4 standard or relevant equivalent experience.
	x

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	x

	Communicates Effectively
	Covers a range of spoken and written communication skills required as a regular feature of the job. This includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.

	x

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.
	x

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	x

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	x

	Practices Appropriate Leadership 
	Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self-interest for the sake of the team or service. They consider serving the District in all that they do.

	

	Operates with Strategic Awareness
	Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	

	Delivering Successful Performance 
	Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	

	Applying Project and Programme Management 
	Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning

	

	Developing High Performing People and Teams 
	Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	


	
	Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)

	
Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet  the Lower threshold level.
You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).






	Completed by:

	Olivia Shute
	Date:
	21.05.2026

	Quality checked:

	
	Date:
	



Outreach 
Team Leader


Team Leader - 
Private Rented Options



Landlord Liasion Officer x 3


Private Rented Options Officers x 6


Outreach 
& Private Rented Option Service 
Manager





image1.jpeg
City of

5\ ' BRADFORD

"““‘"v\u.mv‘”““\"* METROPOLITAN DISTRICT COUNCIL




