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Job Profile
	Provisional Job Title: 
Area Housing Manager
	Grade: MG3


	Section: 
Area housing teams
	Directorate: 

Housing and regeneration

	Responsible to:

Head of Resident and Estate Services 
	Responsible for:
1 x deputy area housing manager
1 x senior admin officer

1 x building maintenance manager

2 x senior estate managers



	Post Number/s: 
	Date  


Working for the Richmond/ Wandsworth Shared Staffing Arrangement
This role is employed under the Shared Staffing Arrangement between Richmond and Wandsworth Borough Councils. The overall purpose of the Shared Staffing Arrangement is to provide the highest quality of service at the lowest attainable cost. 
Staff are expected to deliver high quality and responsive services wherever they are based, as well as having the ability to adapt to sometimes differing processes and expectations. 
The Shared Staffing Arrangement aims to be at the forefront innovation in local government and the organisation will invest in your development and ensure the opportunities for progression that only a large organisation can provide. 

Job Purpose: 
· Responsible for the provision of an efficient, effective comprehensive housing management service to the council’s 33,000 tenants and leaseholders within a defined geographical area of the borough. Will ensure that the team functions coherently and that staff comply with any regulations, policies or statutory requirements that are applicable. 
· Will be a member of the HRA business plan and housing management team of senior managers with overall responsibility for the delivery of services. 
Specific Duties and Responsibilities:
· Responsible for the provision of a comprehensive reactive and planned maintenance service, the effective management of contractors and the proper operation of the council’s financial regulations.  To monitor performance across a range of services and ensure effective enforcement action against failing contractors, including preparing detailed supporting evidence in cases where termination of a contract is sought.  To participate in the formulation of specifications for long term repair contracts and review areas where deficiencies in current contracts do not meet service requirements. To identify potential regeneration, major works and environmental improvements within the area and to identify areas for disposal or development.  To keep abreast of and support area regeneration and ensure that any evolving proposals are effectively communicated to residents and staff. Contributes to council steering committees as applicable and attends relevant meetings designed to promote regeneration in the community
· Responsible for the control and monitoring of defined revenue budgets, currently valued at approximately £14.5 million, ensuring that expenditure matches funding availability. Ensure that appropriate checks and controls are in place.   To produce annual and monthly budget plans and financial forecasts. To certify invoices for payment whilst ensuring that all works are compliant with the landlord’s obligations under the tenancy and lease conditions.

· Undertakes the recruitment, management and development of a multi-disciplinary team of staff, regularly setting and reviewing performance targets, observing corporate aims and objectives.  Will ensure that staff receive regular 121 supervision and appraisals.  Ensure that the codes of practice relating to staff conduct and sickness codes are observed at all times.  Provide detailed evidence in cases where action is being taken on matters of staff performance.  On occasion, to hear or investigate disciplinary matters relating to staff in other sections and departments. 
· Responsible for providing an effective response to anti-social behaviour within the areas managed, adopting a multi-agency approach entailing close liaison with the police, community safety teams, social services, mental health services, youth offending teams and any other relevant agency and ensuring that affected residents are given timely updates on the action being taken.  To authorise legal action, ensuring all relevant checks and investigations have been carried out and, in the case of evictions, to approve and arrange them and coordinate the discharge of departmental responsibilities. 

· Represents the department as the lead officer at the area housing panels, which are attended by residents and ward members and chaired by the chairman of the housing overview and scrutiny committee. Will present and respond on performance reports from across the department, giving guidance to members and residents on council policy, as well as dealing with area-specific issues.  Presents reports to the housing overview and scrutiny committee and borough residents’ forum as applicable.    Will represent the department on a range of policy and procedural matters, liaising with senior managers both within and outside of the department and work with external agencies as necessary.  As and when required, provides specialist training across the division and to external organisations. 
· Promotes the establishment of new residents’ associations, managing a specialist officer, providing support and guidance to new and established associations and reviving declining associations, ensuring that they are properly constituted and that the council’s approved accreditation criteria are met.  Responsible for the implementation of the council’s co-op monitoring process and annual review and deals directly with performance issues affecting the council’s co-ops and resident management organisations. Promotes local strategies for community cohesion and social regeneration, liaising with partner agencies, ensuring proper engagement and consultation.  
· Deals with emergency situations inside and outside of normal working hours, attending site as necessary. Coordinates the department’s response and initiates appropriate follow-up action, including briefing members and the press office.  Implements and supervises safe working practices in accordance with legislation, policy and codes of practice.  Undertakes regular risk assessments of both offices and working arrangements as necessary. 

· Carries out statutory consultation with leaseholders and approves requests for lease variations, ensuring all planning consents and development permissions are monitored for compliance.  Will initiate forfeiture action as appropriate and represent the department at relevant tribunals.  Will take action in relation to breaches of tenancy conditions and attend court as necessary.  Deals directly with complex housing management cases developing strategies to resolve issues arising. 
· Ensures that the rental income to the HRA is maximised by ensuring that vacant properties are processed efficiently to allow re-letting. Identifies and recovers properties in unauthorised occupation. 
Generic Duties and Responsibilities
· To contribute to the continuous improvement of the Borough’s of Wandsworth and Richmond services. 
· To comply with relevant Codes of Practice, including the Code of Conduct, and policies concerning data protection and health and safety.

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and work to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand the both Council’s duties and responsibilities for safeguarding children, young people and adults as they apply to your role within the council.  
· The Shared Staffing Arrangement will keep its structures under continual review and as a result the post holder should expect to carry out any other reasonable duties within the overall function, commensurate with the level of the post.

Additional Information 
The area managers are required to have a high level of political involvement, having regular interaction with ward members and members of parliament and must develop effective working relationships accordingly.  They will coordinate and attend monthly estate inspections with the chair of the housing overview and scrutiny committee, contribute to public meetings and the Let’s Talk ward meetings.  They ensure that ward members are fully briefed and guided on issues of policy and local interest.

The area managers have budgetary responsibility in the region of £14.5 million in respect of repairs and maintenance to the properties managed, improvement works and office costs.  They are required to maintain and enhance services to residents whilst at the same time attempting to keep costs low as all chargeable expenditure is open to challenge by the council’s leaseholders.  Charges which are not considered to be reasonable cannot be reclaimed and could result in a substantial financial risk to the council.
On occasion the area managers have been asked to participate in a serious case review, which is called when there has been a death or serious injury to a child or vulnerable adult.  As part of that, they may be required to carry out an internal management review (IMR). The IMR would entail the area housing manager carrying out a thorough investigation into every interaction that the review subject had with staff across the entire department, including interviewing staff and checking all documentation.  The investigator is required to identify any failings and make recommendations for improvement which are then binding on the department.  
The area housing managers are required to attend regular evening meetings.  There are approximately 85 accredited residents’ associations across the borough who hold regular evening meetings which they attend.  In addition, the area panels, borough residents’ forum and housing overview and scrutiny committees are all held in the evening.  Area housing managers are often co-opted onto the management committees of the cooperatives or resident management organisations that manage some properties in the council’s behalf, usually if there are concerns about how the organisation is being run; these meetings are also held in the evenings and will generally be monthly, although there may be other sub-committees that meet more regularly.  

Current team structure
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Our Values and Behaviours 

The values and behaviours we seek from our staff draw on the high standards of the two boroughs, and we prize these qualities in particular:

Being open. This means we share our views openly, honestly and in a thoughtful way. We encourage new ideas and ways of doing things. We appreciate and listen to feedback from each other.

Being supportive. This means we drive the success of the organisation by making sure that our colleagues are successful. We encourage others and take account of the challenges they face. We help each other to do our jobs.

Being positive. Being positive and helpful means we keep our goals in mind and look for ways to achieve them. We listen constructively and help others see opportunities and the way forward. We have a ‘can do’ attitude and are continuously looking for ways to help each other improve. 

	Requirements

	Assessed by A &  I/ T/ C

	Knowledge 

	Detailed knowledge of legislation relating to housing, landlord and tenant, family law, equalities, employment and environmental protection.
	A&I

	A knowledge of evolving information technology including financial systems.
	A&I

	Knowledge of contract management.

	A&I

	Experience 

	Experience of managing front line housing management staff. 
	A&I

	
	

	
	

	Skills 

	Skills of diplomacy, negotiation, political sensitivity and the ability to communicate effectively with a diverse range of people both within and outside of the Council.


	A&I

	An ability to balance the need to take enforcement action against residents with engaging in partnership working to increase participation and community cohesion. 
The ability to manage multi-disciplinary teams and react promptly to changing priorities.


	A&I

	The ability to manage large and complex budgets. 
Ability to draft complex correspondence and reports.


	A&I/T

	Qualifications 
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