
NORTH WARWICKSHIRE BOROUGH COUNCIL 

	Job Description

	
	

	

	Post Title: 	Housing Services Manager                                    Grade:          14

Division: 	Housing	     		           

Reports to: 	Director of Housing

Responsible for: Housing Options, Tenancy & Neighbourhood Services, Tenant Engagement and Private Sector Housing


	

	[bookmark: OLE_LINK1]Safeguarding:

Through your own actions and behaviours, and those of subordinate staff, to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs, to be aware of the signs and symptoms of abuse and, in accordance with the Council’s Safeguarding Policy and Procedures, to respond appropriately to any identified concerns

	Special Conditions:



Including in an out of hours rota to provide advice and assistance for homeless applicants in an emergency. Participation in emergency planning arrangement	

	


Overall Purpose of the Position:

To ensure the Council’s statutory responsibilities as they relate to delivering services to meet housing need, managing tenancies and estates and private sector housing services are implemented.

To be responsible for the development and implementation of the Council's housing management and private sector housing strategies, policies and procedures. 

To lead and support staff providing services as they relate to tenancy management, neighbourhood services, allocation of properties, homelessness, tenant participation and private sector housing.

To establish standards and performance indicators that accord with the Social Housing Regulator’s Tenant Satisfaction Measures and provide an accountable performance framework for the housing management services.

To support the Maintenance Service to provide good customer service and meet health and safety compliance requirements.

In all service matters have particular regard to the Social Housing Regulator’s Consumer Standards and the Housing Ombudsman Service’s Complaints Code of Practice.


Principal Responsibilities:

1. Support and develop staff to ensure the good performance of the Team to provide excellent services for customers.

2. Develop a culture and promote good customer care, quality, excellence, effectiveness and achievement in respect of all staff and across all activities of the housing options, management and private sector teams.

3. Lead and motivate, through line management, staff delivering services for housing applicants, tenants and residents in the private housing sector. 

4. To ensure that performance information is collected accurately, analysed, shared with staff, Tenants and Councillors and used to improve service delivery.

5. To fully engage with tenants to understand their views at a local and Borough level to develop and implement strategies and policies to promote full participation.

6. To initiate and develop strategies, policies and procedures relevant to the duties of the Housing Management and Private Housing Section.

7. To research, write and present reports to Corporate Management Team, Councillors and Tenants as required.

8. Ensure that all of the Council’s activities and policies with regard to Housing Management and Private Sector Housing services accord with current legislation and good practice.

9. To ensure the effective management and safe provision of temporary accommodation for homeless applicants.

10. To deliver the Council’s statutory responsibilities as they relate to the work of the Housing Management and Private Housing Sections.

11. To take a lead in developing business and ICT systems within the Section to ensure good information is available about services to enable development and improvement.

12. To be responsible for the setting and monitoring of all relevant budgets including long-term budget development to support business needs. 

13. To take a lead in working in partnership with other organisations and agencies including to provide support services and with Private Registered Social Landlords as appropriate. This will include organising and attending relevant meetings to support partnership work.

14. To contribute to corporate objectives and initiatives including working collaboratively with colleagues in other Divisions.

15. To be responsible for the performance of the Team and reporting on that performance.

16. To undertake all corporate requirements on health and safety, equal opportunities, data protection, risk management and financial regulations.

17. To give particular attention to the health and safety arrangements for the services relevant to the Section for both staff and customers and ensure all relevant legislation and regulations are met.

18. To promote partnership working with other Divisions and organisations and work actively with them in order to deliver services and represent the Housing Division at meetings within the Authority and with outside organisations as directed. 

19. To provide out of hours advice and support in relation to homelessness. 

20. To attend meetings outside normal office hours as required.

21. To deputise for the Director of Housing as required.

22. Any other duties which are appropriate and commensurate with the grade of the post.



Agreed by Postholder:	.......................................................

Date: ......................................................






















	
