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	Job Title
	Senior Housing Officer Estates

	Department
	Housing Services

	Location 
	Dover District Council Whitfield Office

	Responsible to
	Housing Manager-Operations

	Grade
	G
	Politically Restricted Post
	Yes ☐         No ☐

	Contract Type
i.e. Fixed Term Contract/Permanent
	Permanent




	JOB PURPOSE 

	
To manage the work of a dedicated team of officers responsible for the delivery of Dover District Council’s estate services.  Ensuring that at all times high quality, customer focused services are delivered.  

Coach, develop and appraise staff within the team and ensure they are equipped to deliver an excellent and efficient service that is continuously improving and highly responsive to internal and external customers’ needs. 






	PRINCIPAL ACCOUNTABILITIES 

	
Generic

1. To oversee and coordinate the workload of a specialist team of Estates Officers on a day to day basis.
1. To monitor the performance of a neighbourhood team of officers providing a housing management service to a patch of properties and carry out line management duties.
1. To provide day to day support and guidance to team members on Estates  related matters, encouraging them to identify areas of non-compliance and made recommendations for change and improvement.
1. Liaise with the Housing Systems team regarding system issues, updates or improvements.
1. To monitor and manage individual and team performance to ensure that service standards are consistently complied with, assigned KPIs met, and that there is a strong performance culture within the team.
1. To keep up to date with changes to relevant policy, regulation and legislation, ensuring that operational procedures are produced and maintained, undertaking or arranging training as required.
1. To work in partnership with relevant teams and ensure that officers are adequately equipped to assist in tenancy, tenancy support and customer service matters.
1. To proactively engage local communities, key stakeholders and partners, and promote multi-agency working in the delivery and further development of services in the local area.
1. To actively encourage and facilitate resident involvement and delivery of resident involvement plans.
1. To work with Property Services ensuring the delivery of an effective high-quality repairs and maintenance service.
1. To be accountable for the monitoring and delivery of delegated budgets, ensuring value for money is achieved and in accordance with financial regulations and contract standing orders.
1. Undertake any other duties that are appropriate and commensurate with the grade of the post as may be required by service demands to ensure the effective operation of all services.

Specialism

1. Provide support and deputise for the Housing Manager – Operations 
2. To ensure a responsive service to customer contacts, service requests and complaints, and the effective management of tenancies and estates, including a prompt and appropriate response to all reports of or issues in relation to nuisance, safeguarding, harassment and anti-social behaviour and non-compliance with tenancy conditions.
3. Ensure that inspections of all internal and external communal areas are completed on a cyclical basis, and all issues reported as appropriate, and reinspections carried out. Prioritise, coordinate and record these inspections.
4. Establish monitoring arrangements for letting of guest rooms in sheltered housing schemes
Support colleagues in Property Assets to ensure that all necessary Health and Safety inspections are carried out carried out within building.



MANAGEMENT/TEAM LEADER RESPONSIBILITIES 
 
 
1. Comply with and implement the Council’s Equality and Health & Safety policies and associated responsibilities.
 
2. Responsible for staff management including;
· Motivation
· Training
· Recruitment & selection
· Performance & competency assessment
· Capability management

FOR ALL ROLES
We are committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults across our communities. As a local authority, we expect all employees to uphold our safeguarding responsibilities in line with statutory guidance and council policies.

To undertake any other similar and reasonable duties commensurate with the grade and responsibilities of the post that may be required by the Council.



	REQUIRED ATTRIBUTES 

	Knowledge
	· Experience of line management of staff within a Housing Service or other front line operation. 
· Good understanding of housing, tenancy and income recovery law 
· Proficient in the use of IT systems including Microsoft Outlook, the use of the internet and internet based systems



	Skills
	1. Excellent leadership qualities including the ability to motivate and coach staff
1. Ability to prioritise tasks and manage workload by effective time management
1. Excellent interpersonal skills with an ability to persuade and influence others
1. Excellent organisational skills and ability to manage own workload
1. Excellent IT skills including word, and excel
1. Good negotiation skills
1. Ability to work under pressure and to tight deadlines
1. An ability to communicate clearly and effectively both in written and verbal form adapting style and approach to meet the needs of the target audience. 


	Experience
	· An experienced leader in Housing Management, with knowledge in dealing with tenancy breaches and anti-social behaviour.
· Experience of line management of staff within a Housing or Customer Service or other front line operation. 
· Good understanding of housing, tenancy and income recovery law 
· Proficient in the use of IT systems including Microsoft Outlook, the use of the internet and internet based systems.
· Participates in planning the implementation of change initiatives in the team.
· Suggests potential improvements.
· Reacts positively and flexibly to change.
· Encourages ideas for change. 
· Participates as a team player.
· Leads team effectively.
· Takes responsibility for managing own’s performance.



	Qualifications
	· Educated to GCSE level grade A-C or level 4-9 or equivalent qualification.
· Demonstratable housing management and Income Recovery experience
· Housing Qualification Chartered Institute of Housing level 3 (Desirable)


	JOB DIMENSIONS 

	Annual budgetary amounts - State if impact is direct or indirect
	Direct

	Number of staff reporting to the job holder - Specify direct and indirect reports
	5

	Any other relevant statistics
	You will be expected to directly manage 5 officers, responsible for the delivery of Dover District Council’s housing management services to a patch of properties. To oversee and coordinate the workload of a specialist team of Estates Officers on a day to day basis.






	NATURE OF CONTACTS 

	Internal
	Colleagues, Assets Team 

	External
	Residents, Third Party Agents 



	WORKING ENVIRONMENT CONTEXT 

	



	




	ORGANISATION CHART 
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	CHECKS AND DRIVING LICENCE REQUIREMNTS

	DBS Required
	Basic          Yes ☐         No ☐
Standard    Yes ☒         No ☐
Enhanced   Yes ☐         No ☐


	BPSS Check
	Yes ☐         No ☒
	Role involve HAVs working?
	Yes ☐         No ☒

	Driving Own Vehicle for Work
	Yes ☒         No ☐    Will require business insurance

	Driving Council Vehicle for Work
	Yes ☐         No ☒
	Category B and B1, passed before 01/01/97
Yes ☐         No ☐
Category B and B1, passed after 01/01/97
Yes ☐         No ☐
Category C and C1
Yes ☐         No ☐
Category D and D1
Yes ☐         No ☐
Required to drive with a trailer
Yes ☐         No ☐




	JOB DESCRIPTION SIGN-OFF

	Completed by
	Yvonne Adewumi

	Review/Agreed by
	Rachel Collins

	Dimension
Reviewed/Agreed by
	

	Job Holder/Agreed by
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