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Job title: Income & Property Administrator  
	Reporting to
	Income and Property Manager
	Job Level:

	Department
	Income and Property Management
	Level 2 – Service Delivery

	Location
	Hove, East Sussex

	Contract
	Permanent



Where you fit


Job purpose 
This role is responsible for providing high quality administrative support to the Income and Property Management Team. The postholder will help maintain accurate records around rent collection, lease/housing management, resident information and compliance. They will operate within the MS Office 365 environment and our housing management database (Pyramid – training will be provided). 
About us
YMCA DownsLink Group is the leading charity for children and young people across Sussex and Surrey. We offer safe homes, mental health support and trusted advice.

We believe that every child and young person has the right to be safe, heard and to shape their own future. We work alongside them to make that happen.

We are here for children and young people, many of whom face multiple challenges and need our support.

Our values - we do what’s right, we work with heart, and we build real connection – guide us in all our actions.
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Responsibilities
1. [bookmark: _Hlk122382828]Maintain accurate rent records on our housing management system (Pyramid), opening and closing rent accounts and processing rental payments and other charges
2. Working closely with colleagues across the Income and Property Management Team and Finance, to proactively and effectively record and share ‘timely’ information related to property charges and other payments
3. Order and monitor Allpay payment cards and download transaction reports from Allpay
4. Set up new/remove property and compliance records on the housing management system (Pyramid), updating information as needed (including lease details, repair responsibilities, rent type)
5. Produce and distribute rent statements and property related reports from our housing management system
6. Provide administrative assistance to support the annual rent review and increase process to ensure that notices are served in a timely manner in accordance with legal and regulatory standards 
7. Administer all correspondence (paper and electronic), ensuring timely responses and action and ensure that records and digital filing systems are maintained in SharePoint
8. Working closely with the Income Officers, provide administrative support on rent arrears cases, liaising with appointed Debt Management Agents as required 
9. Be proactive in identifying system and process changes to support our continuous improvement agenda and the achievement of Key Performance Indicators and targets
General
10. Work to our vision, mission and values 
11. Be committed to continuing professional development and utilise Reflective Practice Supervision as part of leading psychologically informed practice. 
12. Comply with our policies and guidelines on safeguarding, health & safety, data protection and equity, diversity and inclusion, attend mandatory training, and abide by our Code of Conduct 
13. Carry out any other appropriate duties as directed by the manager to support and promote our work in accordance with the post holder’s capabilities
14. Willingness to travel across Sussex and Surrey to visit YMCA DownsLink Group projects and services 
15. Support our central office function team by working from our reception area and support access to the Reed House, Hove building (as required)
Person specification
Knowledge and experience
· Experience working in busy and varied administrative role
· Experience working in a rent/property management/housing support setting (desired)
· Customer service experience 
· Appreciation of the experiences, needs, aspirations of children and young people with multiple and complex needs and the impact on their ability to maintain their contracts and pay rent (desirable, training will be provided)

Skill and abilities
· Excellent planning and organisational skills, able to multi-task and deliver multiple strands of work
· Strong administration skills, with ability to maintain accurate records in our digital database and to accurately reconcile data and other financial information
· Good verbal and written communication skills
· Ability to work productively with minimal supervision
· Strong team player able to support and challenge as needed
· Digital skills using MS Office 365 package and housing management systems (Pyramid but training can be provided) 

Qualifications and training
· Evidence of IT training or relevant experience
· Good basic education i.e. NVQ/GCSE level or equivalent (desirable)

Employee declaration
I confirm that I have read, understood and agree to the expectations outlined in the profile
Name:	                                  	Date:	                               	Signed:		                                  

Director of Services


Head of Property


Building Surveyor


Income and Property Manager


H&S and Facilities Manager


Income and Property Team Leader


Income Officer


Income & Property Administrator (0.6 FTE)


Asset Manager


Income Officer


Income & Property Administrator (1.0 FTE)
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