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Job Description

	Job title:
	University Guarantor Officer

	Department/School:
	Campus Services

	Grade:
	6

	Location:
	University of Bath 

	Contract Type:
	Part Time, Fixed Term (2 years)



	Job purpose

	The Guarantor Officer is responsible for the effective implementation, delivery and day-to-day administration of the University’s inhouse Guarantor Scheme, ensuring students can access safe and affordable private rented accommodation while safeguarding the University’s financial interests. The postholder provides specialist casework support, including proactive early intervention and mediation between students and landlords to address potential rent arrears before formal recovery action is initiated, helping to maintain positive relationships and minimise risk.

Working under the direction of the Student Accommodation Revenue & Capacity Manager, the officer collaborates closely with Student Money Advice to support students experiencing financial hardship, ensuring they receive appropriate guidance, referrals and budgeting support. They will also work with Student Success teams, including services supporting estranged students, care experienced learners, and refugees, ensuring these priority groups receive joined up accommodation and financial support that enables sustained engagement with their studies.

The postholder maintains accurate records, verifies tenancy documentation, monitors financial exposure, and contributes operational insight to support broader accommodation planning, occupancy management, and revenue optimisation. They play a key role in delivering a fair, student centred service while ensuring compliance with housing legislation, consumer protection standards and University policies.




	Source and nature of management provided 

	Student Accommodation Revenue & Capacity Manager



	Staff management responsibility

	None



	Special conditions 

	During peak work periods you may be required to work beyond normal working hours, such as open days and arrivals weekend in order to meet the requirements of the team. You may not be permitted to take annual leave during peak periods.



	Main duties and responsibilities 

	Guarantor Scheme Operations

	1
	Deliver the end-to-end administration of the Guarantor Scheme, ensuring applications are processed efficiently, accurately, and in line with policy.

	2
	Check eligibility criteria, verify documentation, and raise concerns or complex cases with their Manager for decision making.

	3
	Maintain high-quality records, case files, and evidence to support audit, reporting, and compliance needs.

	4
	Ensure the scheme aligns with annual accommodation cycles, deadlines, and peak periods.

	Student Support

	1
	Provide clear, accurate advice to students on guarantor processes and obligations.

	2
	Liaise with relevant teams (ResLife Community Support, Student Support, Wellbeing, International Support) to coordinate appropriate guidance for students with additional needs.

	3
	Escalate safeguarding, financial hardship, or complex issues promptly to the Student Accommodation Revenue & Capacity Manager or relevant specialist teams.

	4
	Provide early intervention support to students at risk of rent arrears by identifying emerging financial pressures and initiating proactive contact before formal action is required.

	5
	Liaise with Student Money Advice to ensure students in financial hardship receive timely specialist support, including budgeting guidance, emergency funding assessments, or referrals into hardship funds.

	6
	Work collaboratively with Student Success, Widening Participation, and Wellbeing teams to support students who are estranged, care experienced, or from refugee/asylum seeking backgrounds, ensuring they receive appropriate joined up support and clear guidance about guarantor options and tenancy responsibilities.

	Landlord, Letting Agent & Provider Liaison

	1
	Act as the operational contact for landlords and letting agents participating in or engaging with the scheme.

	2
	Validate tenancy agreements, property compliance documentation (Gas Safety, Electrical Safety, EPC, HMO licences), and ensure standards meet scheme requirements.

	3
	Support the Manager in maintaining positive working relationships with private providers by offering timely, accurate communication and feedback on issues arising.

	4
	Facilitate positive, solution focused dialogue between landlords and students where there is risk of arrears, misunderstanding of obligations, or concerns over affordability.

	5
	Ensure Data Sharing Agreements are in place for all landlords, letting agents and PBSAs involved in the scheme.

	Financial Processes & Risk Monitoring

	1
	Check rent levels against scheme caps and raise financial or compliance risks to the Student Accommodation Revenue & Capacity Manager.

	2
	Track payments, defaults, and arrears linked to active guarantees and support processes for debt recovery where the University has made payments.

	3
	Provide regular operational data on liabilities, student contributions, and scheme usage to support revenue forecasting, KPI monitoring, and reporting delivered by the Student Accommodation Revenue & Capacity Manager.

	4
	Monitor arrears indicators related to guarantor supported students and contact students early to understand the cause, encourage repayment planning, and minimise University financial exposure.

	5
	Work closely with Finance, Student Money Advice, and the Revenue & Capacity Manager to identify which cases require intervention, repayment plans, or escalation.

	6
	Provide clear and factual information to support decision-making where formal arrears processes may be required.

	7
	Support with University Credit Control process, if necessary, due to nonpayment of rent to a landlord or letting agent.

	Contribution to Revenue, Capacity and Market Insight

	1
	Submit accurate scheme-related demand data (applications, demographics, approval rates) to inform the Student Accommodation Revenue & Capacity Manager’s capacity planning, forecasting, and occupancy strategies.

	2
	Report trends or emerging patterns in the private rental market, such as affordability barriers or landlord behaviour, that may impact demand for University or private-sector accommodation.

	3
	Assist in identifying new or repeat landlords/providers where improved collaboration could support wider revenue and occupancy objectives.

	Communications & Customer Engagement

	1
	Draft and maintain student-facing scheme guidance, webpages, FAQs, and email templates, ensuring clarity, accessibility, and alignment with Consumer Protection legislation.

	2
	Support delivery of information sessions, webinars, open days, and targeted communications regarding private renting and guarantor responsibilities.

	3
	Monitor scheme inboxes and communication channels to ensure timely, accurate responses in line with Campus Services service standards.

	Systems & Process Improvement

	1
	Identify operational inefficiencies and propose improvements to processes, workflows, and documentation.

	2
	Assist with testing or validating system changes relating to guarantor workflows, data capture, or reporting.

	3
	Develop and maintain guidance materials or training notes for colleagues involved in private-sector housing or guarantor processes.

	Compliance & Data Governance

	1
	Ensure the scheme is delivered in compliance with relevant housing legislation, UUK Code, consumer rights requirements, and University policy.

	2
	Maintain accurate, confidential handling of sensitive personal data in line with GDPR and University data retention schedules.

	3
	Support the Student Accommodation Revenue & Capacity Manager during annual data reviews and system obfuscation processes.

	Team Support & Collaboration

	1
	Contribute to the broader work of the Revenue & Capacity Team during peak periods, supporting application cycles, data preparation, and telephone/email triage as required.

	2
	Provide reliable operational support to the Manager by producing requested information, preparing background case summaries, and assisting with cross-team coordination.

	3
	Participate actively in team meetings and share insights that support strategic delivery and continuous improvement.

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification


	Criteria:  Qualifications and Training
	Essential
	Desirable

	Educated to A level or equivalent experience; further training or CPD in housing, casework, data handling, or customer service.
	√
	

	Chartered Institute of Housing or similar qualification
	
	√



	Criteria:  Skills and Experience
	Essential
	Desirable

	Experience in a student support, housing, customer service, or administrative environment.
	√
	

	Ability to interpret tenancy documentation and understand key private rental processes.
	√
	

	Strong organisational skills with the ability to prioritise effectively during peak periods.
	√
	

	High accuracy and attention to detail, especially in case-handling and data recording.
	√
	

	Experience engaging with diverse stakeholders (students, landlords, colleagues).
	√
	

	Strong written and verbal communication skills, including the ability to explain complex information clearly.
	√
	

	Competent in Microsoft 365 and able to learn sector-specific systems.
	√
	

	Ability to use initiative to resolve routine issues within defined policies and escalate more complex matters appropriately.
	√
	

	Experience delivering small service development projects.
	√
	

	Understanding of core elements of UK tenancy law, especially Periodic Tenancies , guarantor obligations, and joint/several liability.
	√
	

	Familiarity with consumer protection, data protection, and contractual compliance.
	
	√

	Experience within higher education or accommodation services.
	
	√

	Understanding of UK private-sector housing legislation, consumer rights, and guarantor requirements.
	
	√

	Experience supporting financial or administrative processes involving risk or compliance.
	
	√

	Experience contributing to reporting, trend identification, or service improvement activities
	
	√

	Experience of handling confidential information and sensitive student circumstances with professionalism and discretion.
	√
	




	Criteria and aptitude 
	Essential
	Desirable

	Ability to build effective working relationships with range of internal and external stakeholders. Working co-operatively with a wide range of interpersonal skills works to foster relationships and development of shared priorities 
	√
	

	Ability to work well under pressure and with personal responsibility and initiative
	√
	

	Ability to respond positively to varied workload.
	√
	

	Highly effective organisational skills- able to set priorities and proactively manage workload
	√

	

	Must possess a positive attitude to work related problems
	√
	

	Ability to promote financial wellbeing, empowering students to make informed decisions, avoid financial hardship, and build long-term financial resilience
	√


	








	   
Effective Behaviours Framework- Delivering the Experience

Campus Services has identified a set of effective behaviours or ‘acts’ which we value and have found to be consistent with high performance. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these ‘acts’ previously. 


	Striving for Excellence:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Producing a high standard of work and consistently meeting objectives.  
  

	Providing Outstanding Service:
Willing and able to provide a professional, friendly and quality service to students, staff, commercial customers, visitors and suppliers. Displaying a positive ‘can-do’ attitude and tailoring the service to suit differing customer needs. 
  

	Problem Solving:
Able to remain calm under pressure and use initiative to overcome issues. Being proactive to ensure problems are not repeated and able to make suggestions on how we can improve. 
  

	Being Adaptable & Flexible:
Being open to new ideas and ways of working. Able to respond to shifting priorities and support colleagues when required.  


	Doing the Right Thing:
Being aware of how your behaviour impacts others. Showing respect and tolerance, being open and honest. Supporting environmental and fair-trade campaigns within Campus Services. 


	Caring:
Having a genuine desire to support others well-being. Being kind and compassionate to colleagues and customers. 


	Teamwork
Building effective working relationships. Working co-operatively with a wide range of inter-personal skills.   



	Developing self and others:
Showing commitment to own development. Seeking and accepting feedback.    
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