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Job Description Form
Regional Recovery Officer 

Position Details	
Position Number:		Generic
Classification:		Level 4
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing and Policy and Development / Housing Services 
Location:			Metropolitan and Regional WA
Classification Date:	September 2008
Effective Date:	December 2025

Reporting Relationships
This position reports to:
Manager Housing Services, Level 6
Area Manager, Level 6
Business Improvement Officer, Level 6
Senior Case Manager, Level 5

Positions under Direct Supervision:
This position has no subordinates.



Role Statement
This position is responsible for managing and coordinating all debt recovery for tenants in occupation within the region. Further to this, the position is expected to negotiate outcomes that save tenancies that are at the highest risk of eviction where the Department has the opportunity to proceed with eviction.
Please note that part of the role of the Regional Recovery Officer is to attend court. The Department is precluded from being represented by a Legal Practitioner or a legally qualified person as prescribed in the Residential Tenancies Act 1987 (WA). 

Position Duties and Responsibilities

1.	Role Responsibilities
1.1	Manages and coordinates regular reviews of all rental accounts throughout the region, and accounts under legal action and ensures that all necessary action is initiated. 
1.2	Effectively negotiates outcomes with other parties to save tenancies that are at the highest risk of eviction. 
1.3	Negotiates with advocates and semi-legal professionals around the Department’s legal action and how a tenancy may be saved. 
1.4	Prepares documentation for all court hearings, attends court as required and initiates action resulting from court decisions. 
1.5	Prepares reports and submissions on arrears and debt recovery. 
1.6	Interviews and counsels tenants regarding debts and repayment options. 
1.7	Liaises with Government Departments, Members of Parliament, local authorities, contractors, debt recovery agencies and welfare groups with regard to debt recovery. 
1.8	Monitors and actions all unfinalised, vacated accounts across the region to ensure current action. 
1.9	Refers defaulting vacated accounts to a debt collection agency for further action. 
1.10	Finalises vacated accounts as required. 
1.11	Assists with the preparation and management of special projects in the region as directed. 
1.12	Promotes a high standard of Equal Opportunity and Diversity, personal conduct, and Work, Health and Safety in the workplace. 


Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.


Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	High level of communication skills with the ability to participate confidently and effectively in a court environment. 
2.	Sound negotiation and interpersonal skills together with the ability to liaise effectively with a range of people on sensitive issues. 
3.	Well-developed organisation skills with the ability to manage a variety of competing tasks and meet deadlines. 
4.	Demonstrated ability to interpret legislation and Contracts and to plan and implement appropriate action in line with the relevant legislative or Contractual requirements. 

Desirable Work-Related Requirements (Selection Criteria)
1.	Knowledge and understanding of the Residential Tenancies Act 1987 (WA), particularly in relation to legal recovery processes and tenancy issues. 
2.	Knowledge of maintenance issues. 

Essential Eligibility Requirements / Special Appointment Requirements
1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Please note that part of the role of the Regional Recovery Officer is to attend court. The Department is precluded from being represented by a legal practitioner or a legally qualified person as prescribed in the Residential Tenancies Act 1987 (WA). 
3.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs.  This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department. 
4.	(Apply to regional location position ONLY) Flexibility to undertake intrastate travel with minimal assistance to regional or remote locations, including travel off-road and by light aircraft, and involving overnight or short stays and camping. 
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