JOB DESCRIPTION:		Housing Manager

GRADE:				8 (PA28 – PA31)   £51075 – £55259
					35 hours per week 

ACCOUNTABILITY:		Director

AUTHORITY:			Directly responsible for the Housing Team.
Supervise and support the Assistants and Welfare Benefits Advisor.  
					Deputise as required for the Director. 
		
KEY FUNCTIONS:			
· Responsible for the day-to-day operation of Housing Management functions.
· Develop and promote tenant participation. 
· Direct supervision and management of the Housing Team
· Ensure the Association achieves targets, meets objectives and adheres to legislation and good practice.
· Compilation of reports to the Management Committee on Housing Management. 	
· Contribute to the Association’s overall strategy and policy development.
· Develop Housing Management Procedures.


DUTIES & RESPONSIBILITIES

The following gives a summary of the principal duties of the post.  

Housing Management

· Ensure that all Housing Management activities are carried out in an effective manner and in line with the Association’s policies and procedures, including the exercise of efficient arrears management and addressing anti-social behaviour. 
· Monitor performance and report to the Management Committee on key performance indicators across all Housing Management Functions. 
· Assist staff to meet the standards, timescales and targets set for each of the activities.
· Develop policies and procedures for the execution of the core housing management functions.
· Work with the Asset Management Team to manage void loss and ensure efficient recovery of any rechargeable works. 






Customer Care

· Work with customers to ensure their input helps to shape service delivery. 
· In liaison with the Director, identify areas of service requiring improvement and implement appropriate action plans to achieve required standards.
· Ensure that complaints and appeals submitted under the Association’s procedures are dealt with promptly and appropriately.
· Ensure that the principles of confidentiality and data protection are adhered to and the Association’s policy and procedures are correctly implemented in all dealings with customers.
· Develop and maintain our estates, ensuring that they remain a positive and desirable area in which tenants wish to live. 

Financial Control

· Ensure that rent payments are correctly processed. 
· Liaise with the Finance Team in setting service charges and rents.
· Ensure consultation and notification of reviewed rent and services charges are issued to residents in line with legislation and good practice.
· Ensure the effective management of all rent arrears, voids, sharing owner occupancy arrears, and former tenant rent arrears, including write-offs, to minimise losses incurred by the Association and meet agreed targets and performance standards.
· Ensure the effective management and recording of all accounts.
· Carry out regular rent reconciliation with the Finance Team.

Staff Management

· Delegate tasks and workload, and monitor action plans and performance of the Housing Management function.
· Ensure that performance remains on track over the Housing Management KPIs. 
· Monitor and respond to any changes in performance. 
· Carry out appraisals and 121’s with regard to the Housing Management Team, ensuring staff have clear training plans and opportunities to develop. 
· Support the Corporate Services functions of the Association, including with regard to recruitment and staff management. 
· Help induct and train new members of the Housing Management Department. 

I.T Systems

· Act as the contact for the Association’s software support providers to develop and improve the computer packages and systems to best meet the needs of the Housing Services Department.
· Provide advice and information to team members on the practical operation of the relevant computer systems.






Resident Participation & Consultation

· Contribute to the development of mechanisms to encourage and support Resident Participation.
· Ensure that the Association meets all policy and regulatory requirements in relation to consultation on tenancy services issues.

Management Committee

· Develop effective systems for monitoring and reporting progress and performance in relation to the core Housing Management functions.
· Prepare reports to the Management Committee on relevant aspects of the Association’s services and other issues as necessary.
· Attend and report to meetings of the Management Committee as required.
· Delegate for the Director at Committee meetings as required. 

Performance Measures

· Assist in the compilation of the Annual Report on the Charter.
· Ensure that all appropriate registers are updated as required.
· In conjunction with all team members, provide information to external and internal auditors and consultants acting on behalf of the Association or the regulatory body.
· Act as the main point of contact for any audits with regard to Housing Management. 

Special Initiatives

· Identify opportunities for the Association to expand its services and housing provision.
· Assist in the development of wider action projects and, where appropriate, community initiatives.

Deputation

· Deputise effectively for the Director.
· Represent the Association on wider role activities in the absence of the Director.

Equal Opportunities

· Show commitment to equality and work individually and with colleagues to promote equality.

General

· Any other duties as reasonably required. 

