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Rents Finance Team Leader  
WHO’S IN MY TEAM? 

Who’s in my team? 

Team  Accounting Services 

Line Manager  Head of Property Charges 

My direct reports  Rent Officers 

Income Officer 

Updated  December 2024 

 

What’s my role? 

 
Responsible for ensuring that customer rent accounts are accurate on the housing 
management system and rents entries are correctly posted to the accounting system. 
 

What am I accountable for? 

 

• Ensure that customer rent accounts are current and accurate at all times 
including posting of receipts, charges, and adjustments.  
 

• Ensure that all requests for changes to the property database, including 
customer movements; new properties; disposal of properties (staircasing, 
Social Homebuy, Right to Buy/Acquire, stock disposal transactions) are 
processed accurately and in a timely manner.  
 

• Ensure that statements are distributed to customers in line with Moat’s current 
policy.  
 

• Reconcile the housing management interface postings to values in the 
accounting system.  
 

• Liase with housing management and IT on issues involving the operation and 
development of the housing and rents finance systems and procedures. 6 
 

• Monitor the data quality of changes to the housing management system and 
ensure proper supporting documentation is obtained  
 

• Monitor the performance of the rents finance team against agreed targets to 
include the production of monthly activity reports.  
 

• Continuously review existing practices and systems and implement 
improvements.  
 

• To carry out any other duties consistent with the post that may be required from 
time to time, at the discretion of the line manager. 
 



 
 

 
 

• Keeping accurate records and manage all data in accordance with our Data 
Governance Framework, relevant legislation, and best practice. You must also 
understand and fulfil your responsibilities as set out in this framework.  
 

• Carrying out my work in line with our: 

 Professional standards, reflecting our values and behaviour framework 

 Policies, procedures, and code of conduct 

 Commitment to equality, diversity, and inclusion 

 Health and safety responsibilities 

 Confidential reporting (whistleblowing) polices 

 

 

What do I need? 

Entry Requirements: 

• Good standard of education – Numeracy in particular.  

• Basic knowledge of functions in Microsoft Excel and Word  

• Awareness of the regulations governing the collection of monies using Direct 

Debits. 

• Knowledge of basic accounting principles.  

• Knowledge of the operation of the financial aspects of a housing management 

system.  

• Aware of the main features of different tenancy agreements and leases and the 

regulations governing allowable charges under them. 

 
Proficient Requirements: 

• A thorough and detailed knowledge of allowable charges under various tenancy 

agreements.  

• A good knowledge of Sun Accounts, Q&A XL, database reporting tools and 

Moat’s housing management system. 
 

 


