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Job description 
 

 

Post:                       Property Negotiator  

  

Grade:    SC6-SO1-PO1 

 

Responsible to: Acquisitions Team Manager 

Responsible for: More junior staff as allocated if appropriate. 

 

 

 

The Career Grade: 

 

The Scale 6 level is designed as the ‘apprentice’ level for the career grade 

with employees engaged in recognised training and not expected to remain 

at this level for more than two years. 

 

The SO1 level is designed for employees in their first housing job. An 

employee at this level will undertake the full range of duties but under closer 

supervision from more senior staff. They will be expected to take responsibility 

for more straightforward tasks but look to more senior staff for advice 

regarding more complex work. There will be emphasis on training and 

development and an employee would not normally be expected to remain 

at this level for more than two years after reaching the top of the grade with 

faster progression being the norm. 

 

The PO1 level is the core grade appropriate for fully competent Acquisitions 

Officers. 

 

 

Purpose of the job role:   
 

To procure good quality temporary accommodation in line with Haringey’s 

procurement arrangements and within a value for money ethos, making use 

of all options, products and scheme types available. 

 

To work proactively with local accommodation providers to promote the use 

of the private rented sector as a viable alternative to social rented housing, 

in order to encourage independence, improve housing conditions, prevent 

homelessness, provide settled housing solutions and reduce the use of 

temporary accommodation 
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To procure good quality private sector rental accommodation within 

Haringey and nationally, which can be used for homeless prevention or duty 

discharge.  And develop/maintain existing links with landlords and Agents 

including Registered Providers.  

 

Align the procurement of accommodation across all tenures, with Haringey’s 

housing demand, and with the corporate Housing Supply strategy. 
 

 

Duties and responsibilities 

 

Properties  

 

  Scp 

6 

SO1 PO1 

1 Inspect potential and new properties, assessing their 

suitability and condition for use as temporary 

accommodation or private sector lets, and determining 

remedial works.  

X X X 

2 Dealing with landlords and agents to agree remedial works 

needed to bring new properties online, initiate these and see 

to completion 

 X X 

3 Maximise availability of properties by procuring and 

renewing any available suitable units and transferring 

properties across schemes as required to maximise retention 

of units 

 X X 

4 Participate in the negotiation of rents, dilapidation claims 

and settlements where relevant as part of the procurement 

process. 

  X 

5 Develop and maintain relationships with neighbouring 

boroughs to keep abreast of common Suppliers and market 

conditions for all schemes including PRS.  

 x x 

 

Information 

 

  Scp 

6 

SO1 PO1 

1 Take full details of all potential properties and providers, to 

support future procurement and business needs.  

X X X 

2 Maintain property records and detailed information relating 

to each unit of accommodation, and record actions taken 

around procurement and retention of property using 

Haringey’s data storage and management systems 

X X X 

3 Prepare written information, specifications and outcome 

letters as part of ongoing duties 

 X X 

4 Prepare detailed reports and letters as part of ongoing duties   X 
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5 Complete statistical data to demonstrate performance / 

outputs against targets  

 

X X X 

6 . 

Contribute positively to the development, implementation 

and co-ordination of initiatives that are designed to remove 

barriers to the private rented sector and make it easier for 

homeless people and low income households to find and 

keep good quality, affordable, well managed 

accommodation in the area of their choice. 

 

 

  X 

 

 

 

 

 

Wider team & partners 

 

  Scp 

6 

SO1 PO1 

1 Work collaboratively with the housing needs and occupancy 

management teams, accommodation providers and other 

stakeholders to maximise the prompt take up of available 

units. 

X X X 

2 Work alongside partners to develop alternative sources of 

accommodation and grow options for homeless prevention. 

 X X 

3 Know how to find information about demand and forecasts, 

and be able to brief landlords and stakeholders on these 

X X X 

4 Build and maintain excellent working contacts with 

landlords, agents and other potential providers of 

accommodation.   

 X X 

5 Provide landlords and agents with advice and guidance on 

tenancies and lettings in order to increase supply 

  X 

6 Signpost landlords and stakeholders to appropriate internal 

information and support sources (e.g. housing advice, 

planning, council tax etc) 

X X X 

7 Actively engage with the community to promote and 

develop understanding of Homes for Haringey’s approach 

to housing supply.  

X X X 

8 Representing Homes for Haringey with stakeholders, solicitors, 

contractors etc. 

 

X X X 

99 To participate on the quarterly landlords forum and maintain good 

relationships with partners 
x x x 
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Policy and Legislation 

 

  Scp 

6 

SO1 PO1 

1 Aware of local housing needs, housing policy and legislation 

as it affects the remit of this post 

X X X 

2 Understand and implement local housing policy and 

legislation as it affects the remit of this post 

 X X 

3 Maintain a good understanding of local housing policy   X 

4 Maintain a sound working knowledge of relevant housing 

legislation appropriate to this area. 

  X 

 

 

 

 

 

Health & Safety 

The post holder is required to comply with all Health & Safety at work policies, 

procedures and guidelines which form part of this job description. The post 

holder must look after their own health, safety and welfare and be mindful of 

other persons who may be affected by their acts.  Employees must co-

operate and comply with management instructions regarding Health and 

Safety issues and report all accidents, incidents and problems as soon as 

practicable to their line manager or another senior manager. 

 

Equality and Diversity 

The post holder is required to actively promote diversity in the workplace.  It is 

the duty of the post holder not to act in a prejudicial or discriminatory 

manner towards employees, service users or residents. The post holder should 

counteract such practice or behaviour if they encounter it by challenging or 

reporting it. 

 

Safeguarding 

Homes for Haringey is committed to safeguarding and promoting the welfare 

of children and vulnerable adults.  Safe recruitment of staff is central to this. 

Staff must ensure that our recruitment policies and practices are followed 

rigorously to prevent unsuitable people from gaining access to children 

vulnerable adults.   

 

All staff who encounter children or vulnerable adults should be aware of, and 

share this commitment to safeguarding and welfare.  

 

Risk 

Homes for Haringey has a strong culture of risk awareness. We expect all our 

employees to partake in risk awareness training and to apply the principles 

within their role. Staff should be able to recognise threats to the delivery of 
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their own objectives, and also be expected to report promptly potential 

threats to the business as a whole. 

 



 

Homes for Haringey Ltd is a company wholly owned by the London Borough of Haringey 
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Career Grade Person Specification 

 

This post is subject to a career grade Sc6-SO1-PO1 

This means that the job can be performed at any of these levels. Career grades carry with them the 

implication that employees may move up the various ‘rungs’ in the ladder. Whilst this is true such 

progression is not automatic. To move up to a higher grade the employee must be able to perform 

effectively at the higher level and there must also be a need for employees at that level and financial 

resources to pay them. 

 

An assessment of the employee’s potential to progress will be made at least once a year. Sc6 is an 

apprenticeship level and employees will be engaged in recognised training. SO1 is a development 

grade and readiness to progress will be kept under review at regular intervals. Progression may relate 

to completion of a specific task or gaining a specific qualification but will normally take place within 2 

years of appointment. 

 

It is expected that employees will be able to demonstrate the additional requirements for their level in 

addition to those at the lower level(s). 

 

The career grade specification should be read alongside the Homes for Haringey competence 

framework.  
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 Sc6 SO1 PO1 (in addition) 

Education 

(or 

equivalent 

experience) 

 A good general 

standard of 

education. numeracy 

and literacy. 

 

 A good general standard of 

education. Numeracy and 

literacy. 

 

 

Experience   Delivering a service to the public  A responsible position delivering a 

housing or housing related service 

Knowledge   An awareness of Landlord and 

Tenant legislation and procedure 

relating to both general tenancy 

and other tenures. 

 An awareness of Welfare Benefits, 

particularly Housing Benefits. 

 An awareness of occasions that 

require liaison with other public 

services (e.g. child protection, 

domestic violence) 

 

 An understanding of public policy 

issues affecting social housing. 

 A sound knowledge of Landlord and 

Tenant legislation and best practice, 

 A sound knowledge of homelessness 

legislation and best practice supported 

by practical experience. 

 A knowledge of effective strategies 

available in the management of ASB, 

supported by practical experience. 

 A sound knowledge of resident 

involvement strategies and techniques, 

supported by practical application. 

 A good understanding of Housing and 

welfare Benefits. 

 A basic understanding of building 

maintenance and repair. 

 An awareness of end-of-development 

processes and defect rectification 

processes and procedures. 
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Skills   Information technology skills 

 Communication skills oral and 

written 

•  Commercial awareness – how the way 

they do their job supports the delivery of 

value for money. 

•  Ability to solve problems – to be flexible 

and adaptable and able to respond to 

situations creatively, in the moment 

•  Good listening and communication 

(people) skills – to interact, liaise and 

negotiate effectively with sometimes 

vulnerable residents as well as technical 

staff and local partners 

 

Other  Developed interest in 

Homes for Haringey 

and the Social 

Housing Sector. 

 Appropriate means of transport.  

 An ability to undertake work 

outside of normal office hours to 

meet the needs of the business.  

 Ability to be self-aware and 

critically reflective and a desire to 

keep learning. 

 Resilience emotional intelligence –

to be able to cope with difficult 

situations and handle them well 

•  Ability and willingness to make a positive 

contribution to team culture and to 

inspire and gain the confidence of 

others 

 Ability to be effective in a quickly 

changing environment 

   Ability to self-manage 

•   A ‘can do’ improvement-focused 

attitude – not precious about rank or 

job boundaries, but prepared to take 

responsibility and get things done 

 


