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JOB DESCRIPTION



	Job Title
	Property & Charges Manager	

	Department / Team
	Business Support

	Responsible to
	Head of Business Support

	Responsible for
	Property & Charges Lead x 1 FTE
Property & Charges Officer x 1 FTE
Property Data Officer x 1 FTE






Context and Purpose:

They will be responsible for overseeing the budgeting of rents and service charges across the business, production of the leasehold service charge accounts and annual rent notification letters.

The Property & Charges Manager will be responsible for managing the Association’s property database, ensuring data is accurate to enable business processes that rely on property data to run efficiently and with minimum errors. 

They are also responsible for the instruction and liaison with solicitors for the preparation of new leases on properties coming over from Development.

Key Responsibilities:

Property Database 

Ensure that the Association’s master property list is maintained and to be responsible for overall quality of data on the Association property database. 

Implement robust controls and governance for any changes to property categorisation or tenure type. 

Coordinate with all relevant departments (Finance, Housing, Asset Management) to ensure they are informed and aligned when changes occur. 

Maintain clear audit trails for categorisation changes to support compliance and transparency., 

Identify process improvements through regular reviews and audits to deliver efficiency. 

Rent and service charges

In consultation with the Head of Business Support and Director of Operations, oversee the  production of the Association’s annual rent plan for approval by the Executive Directors paying due regard to appropriate legislation, contractual arrangements, best practice and Association policies and procedures.

To ensure that properties are relet at the correct rate, and that valuations are carried out in accordance with the Rent Standard and internal policies, taking due care for audit trails and internal controls.

Manage the production of notices for rent and service charge increases, ensuring all are appropriately served on all the Association’s residents.

Ensure that service charges levied on residents (of all tenures including general needs, supported, shared ownership, other leasehold and freehold) are appropriate paying due regard to legislation, contractual arrangements, best practice and Association policies and procedures and in so far as is possible ensure that service charges levied to residents adequately cover the cost of provision of services.

Supervise the monitoring of costs incurred against budgets and report significant variations.

In conjunction with the budget holders ensure appropriate information is provided to residents on the cost of providing services for which they are charged.

Work with the Development Team to calculate service charge estimates for new developments, ensuring they are prepared in a timely manner and advising the Sales and Lettings Managers in preparation for the selling and letting of new schemes.

Understand third party landlord and management agreements and ensure that third party managing agents’ fees and services charges are charged in accordance with management agreements/head leases.

Ensure accurate service charge information is provided on Right to Buy, Right to Acquire or resales to ensure service charges and major works revenue is secured.

Keep informed of any changes to legislation and other matters relating to service charges and Trust Funds.


New Leases

To manage the preparation of new shared ownership leases.  Including the drafting of plans, contribute to the drafting of lease terms and make appropriate recommendations to Home Ownership, Development and Sales Teams.

To be responsible for instructing and liaising with the conveyance solicitors on the requirements for new leases.

Track new lease progress to ensure that legal contracts are approved in line with set timeframes for the sale release of properties. 

Property Charging 
 
In partnership with the Development Team, Housing and Treasury maintain the property charging data for reporting purposes.
  
Lead on the effective management of communication with internal and external clients, corresponding with solicitors, valuation surveyors, Development Team and Housing Team in relation to queries and preparation of property statements.   

Ensure validity of data and maintain records of changes and updates to charging valuations.

Management & Leadership

To contribute to the effective operation of the association in particularly maintaining productive relations with other departments.

To assist in ensuring that the Business Information Team understands and fulfils internal and external customer requirements.

To manage and regularly appraise the above staff and ensure that they are given appropriate training in order to carry out their duties.


Other Duties


To contribute to and adhere to the Association’s financial regulations, standing orders, policies and procedures, in particular: Health & Safety, Confidentiality, Equality and Diversity, Data Protection and Customer Care.

To maintain the appropriate level of skills necessary to do the job. Any other duties identified by the Director of C&SH and Support or Head of Business Support that are commensurate with the post.
                                     Person Specification


	
ATTRIBUTES
	
ESSENTIAL

	
QUALIFICATIONS

	· Degree or equivalent in a relevant field  
· A level maths or equivalent

	
EXPERIENCE 
	· Advanced excel skills
· Able to interrogate and analyse data
· Ability to prioritise own workload and action required to meet agreed timetable 
· Familiar with lease structures
· Familiar with social housing and regulatory requirements.

	
APTITUDES  AND SKILLS
	· Demonstrate ability to resolve complex problems 
· Excellent communication, interpersonal, organisational and presentation skills
· Ability to interpret financial information
· Able to supervise and motivate staff and work effectively in a team structure

	
PERSONAL CHARACTERISTICS




	· Able to work on own initiative and as a member of the team
· Professional and consistent approach to work and maintenance of standards
· Able to perform under pressure
· Energetic with a can do attitude. 
· Results driven 
· Able to understand strategic planning and development of future service provision
· Ability to disseminate information and demonstrate effective interpersonal skills
· Customer focus

	
OTHER REQUIREMENTS
	· Understand and demonstrate a willingness to   promote positively Hightown’s Equality and Diversity Policy
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