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Private Rent Sector Compliance Officer (post 2579) 
Service Area
People Services
Manager/Team Leader
Housing Options Team Leader
Direct reports
N/A

Total Managed
N/A

Purpose of the Role

To provide a proactive compliance and early intervention service within the Private Rented Sector (PRS), ensuring landlords understand and meet their obligations under the Renters’ Rights Act and associated housing legislation. The role focuses on resolving non‑compliance at the earliest opportunity and preventing avoidable escalation to formal enforcement.

Key Result Areas

1. To act as the first point of contact for enquiries from tenants and landlords under the Renters’ Rights Act, effectively triaging and managing PRS compliance cases.
2. Liaise closely with the Housing Options Team to ensure a co-ordinated approach to homelessness prevention, tenancy sustainment, and the implementation of duties arising from the Renters’ Rights Act.
3. Engage constructively with landlords, letting agents and tenants to promote early resolution where appropriate, ensuring all parties understand their rights and responsibilities while maintaining a clear focus on statutory compliance and enforcement duties.
4. Manage a high-volume workload driven by statutory duties. To include managing referrals of potential breaches from internal and external parties, making sound decisions, prioritising cases effectively and ensuring cases progress within statutory or policy defined timescales.
5. Carry out statutory tenancy investigations under the Renters Rights Act 2025 supported by the PRS Enforcement Officer to include illegal eviction, harassment, retaliatory behaviour and other breaches, ensuring all evidence is gathered to prescribed standards and within required timescales. 
6. Monitor compliance with relevant landlord and letting agency redress and ombudsman schemes, giving advice and referring for enforcement action, as required.
6. Review and maintain accurate case records, databases and statutory registers, ensuring all evidence, decisions and actions are recorded promptly, clearly and in line with data protection, audit requirements and statutory reporting needs.
7.
To deliver high quality, evidence ready referrals to the Environmental Protection Team when escalation thresholds are met.
8.
Provide specialist advice and guidance to colleagues, partners and stakeholders on tenancy law, illegal eviction, harassment and the enforcement provisions of the Renters Rights Act 2025, escalating risks or emerging issues to managers as required.
9.
Develop and maintain effective joint working arrangements with local partners and other agencies to promote and uphold tenant rights and housing standards improvements. 
10.
Support the development and continuous improvement of the Renters’ Rights Act for the council, including reviewing procedures, contributing to policy updates and identifying opportunities for improved practice.

11.
Any other work required and as directed within the confines of the existing grade and post.
12.
To promote and adhere to the workplace values of our organisation.                
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	Private Rent Sector Compliance Officer (Post number 2579)

	
	Essential
	Desirable
	How

Identified

	Experience/

Knowledge
	Significant recent experience in the field of tenancy relations work or in letting and managing rented property or in homelessness prevention work
	✔
	
	Application / Interview

	
	Experience of dealing with vulnerable and difficult customers, explaining complicated information face to face, on the telephone, in writing and electronically.
	✔
	
	Application / Interview

	
	Experience of working in a regulatory environment and dealing with regulation of the private rented sector.
	✔
	
	Application / Interview

	
	Experience of managing a caseload and prioritising competing demands
	✔
	
	Application / Interview

	
	Experience of investigating complaints, preparing evidence for court proceedings and giving associated evidence in court.
	
	✔
	Application

	
	Sound knowledge of landlord and tenant law and of practical and procedural requirements.
	✔
	
	Application / Interview

	
	Good knowledge and understanding of local government’s housing role and of current issues concerning tenancy relations, conditions and standards.
	✔
	
	Application / Interview

	

	Qualifications
	Educated to Level 3 (A‑level) standard or equivalent experience
	✔
	
	Application

	
	Qualification in housing, regulatory services or related discipline
	
	✔
	Application

	
	Membership of CIH
	
	✔
	Application

	

	Training
	Training in the use of Microsoft Office software including Word, Excel and Access
	✔
	
	Application form


	

	Skills
	Able to deal confidently and considerately with landlords, tenants and others by means of in writing, telephone and in-person. 
	✔
	
	Application / Interview

	
	Good standard of written communication including letter writing and note taking.
	✔
	
	Application / Interview

	
	Ability to explain legal or technical information to tenants and landlords
	✔
	
	Interview

	
	Able to plan, organise and prioritise work to meet service deadlines but also ensure the service is delivered efficiently.
	✔
	
	Application / Interview

	
	Accurate record keeping and case management skills
	✔
	
	Application

	
	Ability to identify risk and apply proportionate responses.
	✔
	
	Interview

	
	Ability to prepare structured referrals for enforcement action
	
	✔
	Application / Interview

	

	Aptitude and

Disposition
	Well organised and self-motivated.
	✔
	
	Interview

	
	Calm and professional when dealing with challenging situations
	✔
	
	Interview

	
	Ability to work independently and as part of a team
	✔
	
	Interview

	
	Willingness to learn and adapt to new legislation
	✔
	
	Interview

	

	Personal

Circumstances
	Ability to work flexibly to meet service demands


	✔
	
	Interview


Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources

*In order to assess this from the application form we require you to provide an example


