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Tenancy Relations Officer (Ref: )

Reports to:			Private Sector Housing Manager

Responsible for - Directly:	None

Total staff managed:		None

Working environment:	Hybrid working arrangement

Working hours: 	Full time (37 hours over a 5 day week, flexible working)

2 Year Fixed Term	


Purpose of role 

To take the lead on tenancy protection and enforcement:
1. Preventing harassment and illegal eviction.

2. Taking appropriate and timely enforcement action where necessary to ensure compliance with the council’s statutory duties under the Renters Rights Act 2025 and Protection from Eviction Act 1977.

3. Providing clear and accurate advice to landlords and tenants about their rights and responsibilities.


Key result areas:
1. The prevention of threatened illegal evictions through pro-active work with landlords and tenants 

2. The successful issuing of civil penalties in cases of illegal eviction, harassment and breaches and offences under the Renters Rights Act 2025

3. The successful prosecution of serious offences with a view to securing banning orders and custodial sentences.


Main responsibilities
1. To investigate allegations of illegal eviction, harassment and breaches of the Renters Rights Act 2025 and to take effective and appropriate enforcement action where necessary.

2. To prevent illegal eviction and harassment through early engagement with landlords and tenants.

3. To provide appropriate advice to landlords, tenants, letting agents around landlord and tenant law, including the correct procedures to follow to secure possession.

4. To assist tenants who have been illegally evicted to regain possession either through negotiation or, seeking legal injunctions or, where appropriate, through physical re-entering the premises.

5. To prepare investigation reports, statements and draft legal notices.

6. To follow legal and procedural requirements relating to obtaining and recording evidence, the service of legal notices, the imposition of civil penalties and taking prosecutions to include:

a. interviewing witnesses and suspects under caution
b. collecting, collating and presenting evidence in accordance with the requirements of the Police and Criminal Evidence Act 1984 (PACE)
c. preparing prosecution reports and to act as a witness in Court and Tribunal
d. making applications to the Magistrates’ Court for warrants, supervise their execution and gain entry to premises and/or examine confidential records in the exercise of enforcement powers.
e. Preparing for and attending court and tribunal hearings as required.

7. To assist with landlord and tenant events and liaison as required.  This may include evening attendance at landlord association meetings and landlord forums.

8. To ensure that all case work is recorded in accordance with current procedures and kept up to date using the departmental IT system and folder structure as appropriate.

9. To work in collaboration with other colleagues within the council and in other agencies as appropriate such as the Police, Shelter, Citizens Advice Bureau etc. to achieve the purpose of the role and other council objectives or as required by council procedures and legislation, for example to meet safeguarding requirements.

10. To develop and maintain professional knowledge and competence in relation to tenancy protection within the private rented sector including keeping abreast of changes to legislation and current case law, government guidance and good practice.

11. To provide guidance, advice and support to other members of the Private Sector Housing team and the Housing Strategy Service as required.

12. To assist, when required, with the provision of training, information and advice to new members of staff, students and colleagues.

13. To follow the council’s health and safety procedures and to take personal responsibility for health and safety in compliance with the Health and Safety at Work etc. Act 1974.

14. To undertake any other such other functions commensurate with the grade of the post as may be directed by the Private Sector Housing Manager in order to facilitate the performance of the above duties.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.



Person Specification
	Experience and Knowledge

	Essential
	Significant understanding and experience of regulation and enforcement in a tenancy protection or housing enforcement role including:
· The investigation of offences under the Protection from Eviction Act and the Renters Rights Act 
· The gathering, preparation and presentation of evidence for prosecutions and appeal hearings 
· Conducting interviews under caution

	
	In depth knowledge of landlord and tenant and housing law particularly:
· The Protection from Eviction Act 1977
· The Renters Rights Act 2025
· The Housing Act 1988

	
	Good working knowledge of the civil and statutory requirements relevant to the letting of private properties including:
· The Landlord and Tenant Act 1985
· Housing Act 2004 
· The immigration and Asylum Act 1999

	
	A good practical understanding of the legal requirements relating to repossession of privately rented accommodation

	Desirable
	An understanding of homelessness legislation and policy concerning the prevention of homelessness

	
	An understanding of antisocial behaviour legislation and Police powers relating to assault and other criminal behaviour

	

	Qualifications and Skills

	Essential
	A degree or diploma in a relevant housing or legal discipline or
Education to degree level combined with significant experience of tenancy protection enforcement.

	
	Strong investigative and evidence gathering skills.

	
	Good interpersonal skills to enable effective and clear communication with a wide range of people and groups.

	
	The ability to write clear, reasoned and well-structured reports, letters and emails.

	
	The ability to use information technology including the use of mobile technology for inspections, the council’s database and standard Microsoft Office applications (Word, Outlook, Teams etc.)

	
	A full current driving licence.

	
	

	Desirable
	Professional membership of the Chartered Institute of Housing or another recognised organisation relevant to the post.

	

	Personal Qualities and Attributes

 
	The physical ability to carry out investigations at domestic premises (with reasonable adjustments where appropriate).

	
	The ability to plan and manage a personal workload and to effectively manage time to meet deadlines and departmental targets with the minimum of supervision.

	
	Personal resilience when experiencing difficult or challenging interactions with other people.

	
	Fairness and consistency when dealing with landlords and tenants.

	
	The ability to work under pressure.

	
	The willingness to work, where necessary, outside of normal working hours.




The following criteria will be tested at interview stage and do not need to be evidenced in an application form, CV or covering letter

	

	Agreed Behaviours Framework
	Putting Great Yarmouth first

	
	Effective and open communication

	
	Respecting others

	
	Working together

	
	Embracing change

	
	Taking personal responsibility

	
	

	Additional requirements
	Post holders will be required to disclose the address of any residential property that they let or manage, or which is let or managed by a member of their close family, and any enforcement action that has been instigated in relation to any of those properties whilst in their or their family’s ownership or under their management.



Created/Revised by:  Paul Swanborough 17-07-2026 
Evaluated: DATE 
image1.jpeg
GREAT

YARMOUTH

cccccccccccc




