
Position Description 
 

 

 

 

Position’s Primary Purpose 

The Income Management Officer contributes to successful and sustainable tenancies through ensuring arrears 
and bad debts are held at acceptable levels, including early intervention strategies, with particular emphasis on 
the collection and management of tenant debt (both active and vacated) arrears across a portfolio of designated 
housing and tenants.    

 

Key Accountabilities 

 Proactively manage arrears within a dedicated portfolio, in line with Housing Services’ practices and 
procedures, using all efforts to ensure that all arrears and debts are recovered or minimised/decreased to 
mitigate risk to the organisation as a whole  

 Daily follow up of cancelled rent and non-rent payments including the negotiation with tenants regarding the 
repayment of arrears 

 Monitor and report on payment plans that have been implemented 

 Undertake required regulatory processes and associated activities when a breach tenancy occurs including 
issuing Notice for Breach of Tenancy as per the Residential Tenancies Act 1995 

 Finalise bond claim process at end of tenancy in a timely manner 

 Represent Junction at South Australian Civil and Administrative Tribunal (SACAT as required) 

 Maintain accurate information and data 

 Follow developed Tenant Services and Finance practices and procedures, providing input into suggested 
changes to support the efficient operation of the Tenant Services portfolio   

 Conduct bi-annual rent reviews for specified housing portfolio’s utilising the correct rent setting methodology 
and any associated tasks to completion 

 Provide quality client services to tenants by respond to enquiries in a timely and accurate manner, and 
provide appropriate information as required 

 

Key Relationships 

Who How 

Internal 

Line Manager 
 

Liaise on operational matters and report key information and/or risks for the 
portfolio  

Position Title Income Management Officer 

Location Marion Office 

Child Safety (Prohibited 

Persons) Act 2016 

Non-prescribed 

Award  Social, Community, Home Care & Disability Services Industry Award 2010 

Classification  Social and Community Services Employee Level 4 

Reporting Relationships Reports to the Housing Portfolio Manager 

Direct reports: 

- Nil 
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Who How 

Tenant Services Team   Cultivate effective relationships within defined parameters with team members, 
responding to routine enquiries to obtain and supply information  

External  

Tenants  
 
Stakeholders  

Provide quality client-centric services to tenants and ensure that the tenant is 
heard and considered 
Support successful and sustainable tenancies that contribute to thriving 
communities by building and maintaining effective working relationships with 
key stakeholders. Build rapport and maintain a collaborative and connected 
approach to service delivery through strong working relationships 

 

Core Values 

Junction aspires to deliver flexible and responsive services that are underpinned by the following core values: 

 

 

Capability Summary  

The Junction People Capability Framework applies to all employees and is key in ensuring our Values are 
embedded in all we do.  See attached list of all capabilities for the level of this role. 
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Position Requirements 

 A satisfactory Working with Children Check (WWCC) or General Probity Check must be completed, (as 
applicable), prior to commencing employment and maintained thereafter 

 Current Safe Environments Certificate is required and the employee must comply with relevant state 
legislation to support a child safe organisation 

 Holds a current unencumbered Australian Driver’s Licence or equivalent, and is willing to drive 

 May be required to work across various Junction sites from time to time 

 

Selection Criteria 

Education and Knowledge 

 Intermediate level computer literacy using the Microsoft Office Suite and experience using  tenancy 
management software 

 Knowledge of Residential Tenancies Act 2010 – desirable 

Skills and Experience 

 Demonstrated experience in Community Housing sector or Property sector and knowledge of tenancy 
management principles – essential 

 Demonstrated experience in Debt Collection with in a medium-sized organisation - essential 

 Proven negotiation skills 

 Ability to work professionally and maintain strict confidentiality 

 Well-developed written communication skills with sound spelling and grammar 

 Sound verbal communication and interpersonal skills with a customer service focus 

 Ability to prioritise workload, use initiative and work independently and as part of a team 

 Previous experience within Accounts Receivable in a medium-sized organisation - desirable 

 Experience working in a Community Services organisation – desirable 

 Knowledge of local supports services – desirable  

 

 

 

 

 

 

 

 

Equal Employment Opportunity  

Junction is an equal opportunity employer that embraces a culture of diversity. We encourage applications from 
the Aboriginal and Torres Strait Islander community, people with disability, and people from every culture, gender 
and sexuality identity, age and ethnic background. Junction is committed to being a Child Safe organisation and 
has zero tolerance for child abuse. 



 
 


