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GRAVESHAM BOROUGH COUNCIL

	Division:
	Housing and Operations

	Department:
	Housing Landlord Services

	Post Title:
	Neighbourhood Team Leader

	Grade:
	SO2

	Responsible to:
	Neighbourhood Housing Manager



Job Description

Job Summary

To supervise and coordinate the casework of the Neighbourhood Housing staff covering all aspects of tenancy and estate management to ensure the delivery an effective and responsive frontline housing service to Gravesham Tenants, Leaseholders and other stakeholders.  

To be responsible for ensuring agreed performance outcomes and objectives.

To cover for and support the Housing Officers, carrying out patch management duties as and when required.

Main Tasks 
1. To manage the day-to-day operations of the Housing Officers, monitoring performance and providing support and guidance on complex cases. 
2. To supervise a team of Housing staff, ensuring regular 1-2-1s and appraisals. To manage any disciplinary, grievance and sickness absence.
3. To ensure the housing staff are delivering and addressing the following housing management services including: 
· Regular tenancy checks
· Annual tenancy audits
· Succession and assignment applications 
· Abandonment Cases
· Recovery of property from unauthorised occupiers
· Addressing any complaints of nuisance, anti social behaviour and other breaches of tenancy
· The conversion of introductory/probationary tenancies to secure tenancies, ensuring appropriate tenancy checks are carried out during the introductory/probationary period.
· Investigate and decide requests for tenancy amendments
· Support for vulnerable residents
· Ensuring estate inspections are carried out as per the designated inspection programme.
· Contract compliance
4. Ensure that the Housing Officers work closely with the Tenant Engagement Officers to provide meaningful and appealing engagement for our tenants.

5. Maintain accurate and up to date tenancy records ensuring that information is understandable and reviewed regularly. 
6. Maintain a current knowledge of policy, practice and legislation in order to provide the Housing Officers with support on enforcing any breaches.
7. Support the Neighbourhood Housing Manager with members' enquiries and complaints, ensuring that no complaints arise as a result of a service failure from a Housing Officer.
8. Maintain links with other Council Departments and liaise with other agencies including Police, Social Services, Health and Social Care and other professionals as required to ensure best practice and knowledge is shared.
9. To attend occasional evening and weekend meetings and to work out of normal office hours.

Managing Finances 
· To be mindful of the financial context within which we work and to contribute to the provision of a cost-effective service.

Policies and Procedures
· To adhere to policies and procedures and contribute to the ongoing development of policies and procedures that ensure continuous service improvement to meet the needs of customers, regulators and other stakeholders

General
· To undertake system administration duties as and when required to support the service, IT system and potential process changes.   
· Undertake additional training or vocational qualifications as required. 
· To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.
· To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  If an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
· A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.
· The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.
· The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation.
· The post holder will comply with Statute and Council Policy in all respects.
· An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the local authority.
· A commitment to excellent customer service and the values of the Council.
	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)


	Ability to make informed and sometimes complex decisions and to communicate these to other team members.

Ability to prioritise work, work under pressure, meet deadlines and work as part of a team.

Computer literate; conversant with current uses of IT in housing management and an experienced user of IT in a housing role.

Ability to supervise staff on a day-to-day basis.
	A proven track record of managing a performance within a team environment resulting in delivering successful outcomes.








	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	
Sound up to date knowledge of housing management procedures and good practice.
	In-depth knowledge of housing law and practice.

Knowledge of leasehold and RTB legislation.


	QUALIFICATION
TRAINING
(Educational/vocational qualifications and other training)
Verification will be required
	Ability to evidence that housing related training courses have been undertaken.
	CIH housing qualification or equivalent.

	EXPERIENCE
(Level and type of previous experience)
	Minimum 3 years’ experience of working in Housing Management.

Experience of managing complaints and MP enquiries.

	Experience of managing frontline housing staff.





	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	
Ability to be able to deal with difficult or agitated customers.

Experience of working within a multi organisational environment with the ability to foster positive working relationships.

	
Experience of working in a Performance Monitoring culture.



	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	Able to attend occasional evening meetings

Full driving licence.
	Knowledge of the local area



