
Income Collection and Recovery Officer 
Hours – 36.25 per week 

Location – Rugby (interim) moving to Coventry in the spring of 2019 
Salary –£21,150- £23,500 

 
As one of the country’s largest housing associations, and celebrating its 51st year, Orbit 
owns and manages c41, 000 homes and is committed to leading in building thriving 
communities.  
 
We are looking to recruit an Income Collection and Recovery Officer to provide advice 
and assistance to customers on all areas related to income collection and recovery. In 
addition to maximising income through tenancy enforcement, negotiation, arrears 
recovery and triage. 
 
The successful applicant will:- 
 

 

 Deal with pre legal customer enquiries where specialist income collection skills or 
authority is required and proactively contact customers to resolve debt issues and 
negotiate repayment arrangements 

 Ensure efficient and effective collection of all charges including referral for court 
and enforcement action 

 Income triage customer to ensure referral to appropriate support service and 
assess customers affordability to maximise collection.  Maintain clear, concise and 
update records in order to prepare statistics and reports as necessary 

 Investigate disputed debts and undertake income administration and debt 
recovery initiatives, as directed by the Income Managers 

 Provide advice to the customer around implications around breach of tenancy and 
have sound knowledge and ability to interpret housing law, statutory, regulatory 
requirements and welfare reform 

 Complete court administration requirements and ensure court and legal officers 
have the required information for case progression 

 Take ownership and accountability for the performance management and quality 
framework measures in respect of own role and that of the team. Ensuring that 
KPI’s, quality and performance is delivered. 

 

 
Skills required are:- 
 

 Previous experience of Income collection, or debt management role 

 Good understanding of housing law, particularly in relation to debt recovery including the 
county court process 

 An understanding of best practice in arrears collection and of related legal issues 

 Excellent customer communication skills 

 Good numeracy, literacy and communication skills including business letter writing 
experience 

 Good IT skills including word and excel  

 Experience of office and system administration  

 Ability to prioritise workload and work unsupervised, with a proven record of 
accomplishment of delivering results 



 Experience of providing advice to the public 

 Willing and able to travel to meet the requirements of the role 

 Willing and able to work shifts between the hours of 8am and 8pm 

 
 
Orbit offer an excellent flexible benefits package including private medical insurance, 
discounted dental insurance, gym membership, generous holiday entitlement and 

pension scheme.  We also offer excellent training and developmental opportunities. 


