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	Job specification

	Rents and Service Charge Manager

	
	

	Job title – Rents and Service Charge Manager
	

	Responsible to Head of Finance
	

	
	

	Purpose
	

	

	The Rent and Service Charge Manager plays a vital role in overseeing all aspects of rent and service charges for GLH tenants, ensuring financial viability and sustainability. This role is responsible for accurately charging rent and service charges, managing year-end service charge reconciliations, maintaining accurate financial records, and analysing data to produce essential reports for the Head of Finance.

The role is a key point of contact for tenants, stakeholders, essential agencies, and colleagues across the organisation, working collaboratively to ensure the effective delivery of rent and service charge information. This position is crucial in supporting transparency, financial integrity, and positive tenant relationships.

	

	Location
	

	Homebased with travel to the Manchester Office 



	Area of role and description
	Performance expectations

	RENT SETTING
· Manage the annual rent modelling exercise for tenants and final rent and service charge calculations, liaising with key stakeholders. 
· Responsible for the reconciliation of rent and service charge accounts and the preparation of annual statements.
· Responsible for the review and update of the Rent and Service Charge Policy ensuring it is adhered to. 



	
· Maintain accuracy of rents and service charges to tenants.
· Meeting all Regulatory and Legislation requirements when setting rents and service charges and notifying tenants.
· Correct recording of rents and service charges on the Housing Management system.
· Ensure performance of rents and service charges is understood with variances, issues and risks notified to the Head of Finance promptly.
· Ensure adherence to all policies and regulatory return information.
· Policies and processes are kept up to date as required.


	BUDGETS AND BUSINESS PLANNING 
· Will be responsible for budget management of rents and service charges.
· Support the Budget setting and Business planning process providing information on Rents and Service Charges.

	
· Build effective relationships with appropriate Directors, Heads of Service and colleagues in the organisation to manage the budget process.


	CUSTOMER SERVICE
· Responsibility for responding to tenant enquiries or complaints and resolving issues related to rents and service charges.
	
· Collaboration with other teams to maintain a high level of service to tenants.

	PERFORMANCE & SYSTEMS
· To monitor and evaluate financial information systems for changes to legislation and regulatory requirements.
· Assist with the valuation process providing data and information for its submission.

	

	REPORTING
· Be responsible for the production of performance reports.
· Input into the Management Accounts, in particular reporting on budgets relating to rents and service charges.
· Writing Executive/Committee Reports on Rents and Service Charges.
· Will be responsible for the preparation and submission of the Statistical Data Return to the Regulator of Social Housing and support other returns.

	
· Timely and accurate information produced in line with external and internal requirements. 
· Support all external reporting, including internal and external audits and any regulatory returns.


	STAFF
· Manage the Finance Assistant - Rents and Service Charges and provide direction and support.
· All duties to be conducted in line with the company values.

	

	GENERAL
· Support the Head of Finance as and when required with other aspects that fall within the remit of the Finance Team.
	

	Person specification

Essential 
· AAT Qualification or equivalent Accounting Qualification.
· Experience of the management of rent and service charges.
· Experience of preparing and delivering year end and monthly management reports.
· Ability to interpret relevant information, analyse complex data, review alternative solutions, and come to well informed conclusions.
· Knowledge and practical experience of using IT as analytical and management tools.
· Experience of staff management and be a people developer.
· Capable of delivering results to tight deadlines and under pressure and maintaining accuracy.
· Excellent written skills including writing reports and policies, for Executive, Committee and Board meetings.
· Experience of completing regulatory returns.
· Experience of budget management.
· Able to communicate effectively and build effective working relationships with customers, both internal and external, and other stakeholders, and having confidence to challenge others and able to interact effectively with different people.
· Knowledge and understanding of Government Rent Regulatory standards, Leasehold and Housing Legislation and requirements placed on registered providers in relation to rent and service charge setting.
· A good level of understanding of accounting principles/concepts relating to rent and service charges.
· Experience of working for a Housing Provider in the Social Housing Sector.
· Knowledge of or willingness to learn more about learning disability and autism.
· Understanding of and willingness to promote EDI in employment and service delivery.
· The post holder may be required to work outside normal office hours on occasion.

Desirable
· Full Membership of a recognised UK Accounting body, For example ACCA, CIMA or equivalent.
· Experience of a financial accounting systems. For example, Unit 4.
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