



	UNIT CODE
	CPPDSM4122

	UNIT TITLE
	Manage tenant relationships -residential

	APPLICATION
	This unit specifies the skills and knowledge required to manage tenant relationships in property management.
This unit includes the skills and knowledge to:
· respond to enquiry from potential tenant
· establish details and profile of tenants 
· match tenants with properties to align landlord and tenant expectations
· manage tenant relationships for positive outcomes
· maintain records of interactions with tenants.
This unit applies to people currently working in, or seeking to work in, real estate and who apply a knowledge of legal agency and compliance requirements, ethical standards and consumer preferences to manage real estate operations.
This unit may form part of the licensing qualification requirements for real estate agents in those states or territories where these are regulated activities.

	PREREQUISITE UNIT
	Nil

	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe what needs to be done to demonstrate achievement of the element.

	1.   Respond to tenant enquiry and confirm tenant details.

	1.1 Identify source of tenant enquiry.
1.2 Confirm tenant needs and expectations to establish tenant profile.
1.3 Identify opportunities for tenant to inspect property to determine suitability.
1.4  Provide tenant with information about the property including application information.

	2. Select tenant for property.

	2.1 Review tenant application.
2.2 Assess tenant profile against selection criteria.
2.3 Confirm tenant references.
2.4 Make recommendation(s) to landlord about tenant selection.

	3.  Prepare and complete tenancy documentation required in the state or territory of operations.
	3.1 Prepare tenancy agreement. 
3.2 Prepare property condition report
3.3 Explain conditions of tenancy agreement and condition report to tenant.
3.4 Explain fees and charges to tenant to finalise agreement.

	FOUNDATION SKILLS
A person demonstrating competency in this unit must have the following language, literacy, numeracy and employment skills: 
· spoken and written communication skills to clarify tenant requirements and expectations, present detailed information using appropriate language and terminology, identify and resolve common problems which may arise as part of tenant relationships
· technology skills to access information via internet, databases, within records management systems.

	UNIT MAPPING INFORMATION
	No equivalent unit

	LINKS
	Companion volumes to this training package are available at the VETNet website: http:/



	TITLE
	Assessment requirements for CPPDSM4XXX Establish tenant relationships - residential

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must:
· prepare a report for a landlord to recommend tenant selection based on:
· tenant needs and expectations
· tenant profile
· tenant references

· prepare a tenancy agreement to the requirements of legislation in the state or territory of operation

· prepare a property condition report to the requirements of legislation in the state or territory of operation

· prepare a script to explain the tenancy agreement and condition report to the tenant.
In doing this, the person must meet the performance criteria for this unit.

	[bookmark: _Hlk488743437]KNOWLEDGE EVIDENCE
To be competent in this unit, a person must demonstrate knowledge of:
· scope of property management services in landlord agreement for property

· tenant selection criteria including:
· suitability for property
· tenant renting history
· capacity to meet rental terms

· conditions of rental agreement including:
· payment of rent
· term of agreement
· conditions of use
· special conditions / additional terms
· tenant entitlements

· entry costs include:
· bond
· rent in advance
· any other fees

· advice that must be given to tenants according to the state or territory of operations
· terms and conditions relating to property inspections, maintenance and repairs
· role of the agent in providing property management services
· privacy standards and confidentiality of landlord and tenant
· property management documentation and forms
· rights and responsibilities of tenants 

· legislation property management in the state or territory of operations:
· anti-discrimination and equal employment opportunity
· consumer protection, fair trading and trade practices
· financial services
· work health and safety / OHS
· privacy
· property sales and management


	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors listed in the Standards for Registered Training Organisations. 
Assessment must be conducted in the workplace or in a simulated workplace environment. Tasks are to be performed to the level of proficiency and within the time limits expected in a workplace. 
Assessors are responsible for ensuring that the person demonstrating competency has access to:
· selection of tenant profiles
· selection of property profiles
· sample tenancy agreement for the state or territory of operations
· sample property condition report used in the state or territory of operations
· [bookmark: _GoBack]agency procedures and forms / documents.

	LINKS
	Companion volumes to this training package are available at the VETNet website: http://
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