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	Key Position Information

	Job Title: 
Tenancy and Property Worker
	Reports To: 
Manager, Youth Mentoring, Housing Strategy & Support

	Team Name:
Housing Support
	Division: 
Social Services
	Cost Centre: 
034

	Work Area: 
Social Services
	Work Area Code:
4200
	Location: 
2000

	Enterprise Agreement [EA]
|X| Yes         |_| No
	Name of Enterprise Agreement
SCHADS 
	Classification [per EA]
SACS Level 4

	Incumbent:
Lynette Maguire
	Job Description
[bookmark: Check9][bookmark: Check10]|_| New         |X| Updated
	Date Updated
7/08/2023



	Primary Purpose of Job

	Why does the job exist?  This statement should encapsulate the overall significance of the job from Jewish Care’s point of view.
To work as part of a team to provide effective and efficient management of tenancies as they pertain to Jewish Care Victoria (JCV) properties and nominated lease rights through:
· Providing best practice tenancy management to enable clients to maintain high quality, safe and sustainable housing 
· Support JCV clients so they are in a good position to move into long term sustainable housing
· Provide Housing Support and advice
2.	To work as a member of the Social Services Team to deliver a defined range of tenancy and property management services to a high standard and in accordance with JCV and industry based policies and practices.


	



	Dimensions

	Direct Reports
0

	Indirect Reports
0
	Budget Financial Responsibility
$nil
	Delegated Financial Authority
$nil



	Role Balance 

	People – percentage of time getting things done through others

25%
	Scheduling – percentage of time planning, coordinating

25%

	Technical – percentage of time delivering based on knowledge and skills

50%




	Key Result Area (KRA)
	Key Accountabilities and Responsibilities 
Accountable = “The buck stops here”       Responsible = “The doer”

	Jewish Care Values 
	Act consistently in accordance with Jewish Care values, challenge practices inconsistent with these values and uses values as a basis for managing relationships and decision making.
Adhere to the organisation’s practice and behavioural guidelines in relation to the appropriate treatment of children.
Actively promote and support Jewish Care’s commitment to diversity and inclusion; act in accordance with our relevant Position Statements, policies, and procedures, including those that promote maintaining the standards of our Rainbow Tick Accreditation; and promptly report any breaches of cultural safety. 
Adhere to the organisation’s Code of Conduct. 
Report any suspicions, concerns, allegations or disclosures of alleged abuse to management.
Actively demonstrate our leadership behaviours – empathy, goal setting, personal development and belonging.

	Tenancy Management
	· Ensure renter and resident selection procedures are implemented as per the housing eligibility and allocation policy;
· Assess applications for housing; including initial assessment of eligibility and housing history
· Complete lease agreements, condition reports and other documentation related to tenants moving into a property;
· Maintain tenancy files and electronic records via the Chintaro data system;
· Ensure rent arrears are monitored and kept to a minimum in accordance with the debtors policy;
· Ensure reported repairs and maintenance to properties are attended to within agreed timelines;
· Facilitate renter and resident involvement though information sharing and resident meetings as required; 
· Resolve renter and resident conflict and non-compliant tenancies in liaison with the Manager- Housing Strategy & Support.
· Respond to complaints from renter and resident and take action in accordance with JCV policy;
· Ensure Residential Tenancies Act and other applicable legislation is complied with and initiating action in line with policies and procedures where breaches of duty occur;
· Pro-actively manage non-compliant tenancies
· Issue all RTA Notices for tenancy related matters, by utilizing VCAT online
· Attend the Victorian Civil Administration Tribunal (VCAT) as necessary in undertaking duties associated with the position.


	Support
	· Work closely with support workers, both internal and external to facilitate positive outcomes for clients
· Provide housing advice/support 
· Advocate on behalf of clients in relation to their housing needs 
· Engage with housing providers – both public and private to create linkages to long term housing pathways

	Self-Development
	· Take responsibility for self-development by actively gaining knowledge relevant to contemporary people and culture as well as aged care, community care and disability research and practice.
· Review current literature, attend professional development, network with peers in similar roles.
· Participate in cross-team projects and and learn from colleagues.




	Corporate Accountabilities and Responsibilities

	Team Member 


	· Energetic, collaborative and detail-focussed.
· Perform work safely and complete tasks on time, on budget and in accordance with expectations. 
· Question, debate review with leader and peers.
· Develops performance and career goals and initiates conversation with manager. 

	OHS

	· Proactive in caring for the health, safety and wellbeing of all people in our work environment.
· Ensure all appropriate actions are taken to implement OHS processes,  procedures, work instructions, training, and legislative requirements.
· Demonstrate initiative in implementing actions that facilitate the continuous improvement of OHS within Jewish Care.



	Key Relationships

	Internal


	· Jewish Care Front Door- Intake and Assessment (IAT)
· Jewish Care Social Services (Service coordination, financial counselling, counselling)
· Jewish Care Maintenance 
· Jewish Care Finance Department
· Jewish Care Disability Team


	External


	· Community Housing Federation Victoria – (CHIA)
· Other community housing providers
· Department of Families Fairness and Housing Victoria – (DFFH)
· Local Agencies, external contractors and other relevant external
support agencies



	Values

	Commitment to Jewish Care values and philosophy, and capacity to engage with the broader community in demonstrating these values:

	Derech Eretz: Respect 
	Through client services and program excellence, we treat everyone with consideration and decency and will always act for the good of society.

	Kehilla: 
Community 
	Working together to strengthen our community, to build and support the capacity and resilience of individuals and families.

	Hachlala: 
Inclusion
	We embrace diversity and work together for a just and equitable society.

	Achrayoot Chevratit:
Social Responsibility
	Behaving ethically, with sensitivity and acting in the best interests of all.



	Role Required CapabilitiesJob description


	Skills
(the technical skills to do the job at a high level of accomplishment)
	Essential:
Highly experienced in working effectively and sensitively with a broad range of clients, including those with high and complex support needs and behaviours
Proven proficiency in the use and application of Word, Excel and PowerPoint
Desirable: 
· Knowledge and use of Chintaro social housing software
· Knowledge of VCAT online and Victorian Housing Register Processes


	Knowledge & Qualifications
(the specific qualifications required and  knowledge fields are ideally required of the incumbent)
	Essential: 
· Qualifications in Social Work, Community Development, Social Sciences, or experience in the Housing or  ‘Social Real Estate’ sector
· Knowledge and understanding of Residential Tenancies Act
· Knowledge and understanding of best practice and quality standards with the housing services sector
Desirable:
· Knowledge and understanding of issues and concerns that effect the Jewish community
· Knowledge of issues relating to Holocaust Survivors and their families is highly desirable;
· Community language skills (Russian, Polish, Hebrew) an advantage.

	Experience 
(the scope of work experiences the incumbent ideally should have gained - including environment, timeframe and context)
	Essential:
Demonstrated skills and experience in working effectively and sensitively with a broad range of clients, including those with high support needs and challenging behaviours.  
Knowledge and understanding of tenancy management of community based housing
Demonstrated  ability to work autonomously and as part of a team within organization policies and procedures
Demonstrated computer literacy
Demonstrated commitment to the development and implementation of continuous improvement activities and service delivery
Effective time management and prioritisation skills.


	Wisdom
(the sensitive tasks that require good judgement)

	· High level interpersonal and communication skills including experience in liaising and negotiating with a wide range of stakeholders
· Understanding of (or willingness to learn) the specific requirements of the needs of a Jewish Not-for-Profit organisation.

	Valuing
(the type of work someone undertaking this role would need to value)
	Knowledge of issues and concerns that effect the Jewish community
Knowledge of issues relating to Holocaust Survivors and their families is highly desirable;
Commitment to the principles of Social Justice
Awareness of and sensitivity to the individual and structural factors that contribute to housing distress and homelessness


	Pre-Requisites
	· Australian Police Check
· International Police Check (where relevant)
· Working with Children Check 
· NDIS Worker Check
· Commitment to providing professional and safe services to all residents and clients, including children and young people
· Commitment to creating an environment to ensure our clients are safe and free of abuse, neglect, violence and preventable injury
· Unrestricted right to work in Australia (Visa evidence required)





Employee Acknowledgement

Please sign and date to acknowledge you have read and understood this position description.
Name:					
Signature:
Date:
A signed copy of the position description must be returned to: 
People & Development at 619 St Kilda Road, Melbourne VIC 3004 or P&D@jewishcare.org.au


[image: cid:rainbowflag_508efbe0-ec06-41db-a233-4b97e358b2f6.png]Jewish Care proudly celebrates and warmly welcomes the rich diversity of our community and strives to be inclusive for all, including the LGBTI+ community.

[image: cid:1920px-Flag_of_the_Torres_Strait_Islanders.svg_c55bb383-bfd3-4622-8a6a-96408d7dddb0.png][image: ]Jewish Care acknowledges Aboriginal and Torres Strait Islanders as the Traditional Custodians of the land on which we live and work. Our services and supports are provided on the lands of the Wurundjeri and Boonwurrung people, and we deeply respect and honour their ongoing cultural and spiritual connection to land, waters and community.
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