
GRAVESHAM BOROUGH COUNCIL

Division:

Housing
Department:

Housing Landlord Services
Post Title:

Leasehold and Right to Buy Manager
Grade:


SO1/2
Responsible to:
Neighbourhood Housing Manager
Job Description

Job Summary
To act as the Council’s representative for Leasehold Services and the Government’s Right to Buy scheme by being responsible for providing a leasehold management service and dealing with all Right To Buy matters including Right to Buy Back on behalf of the authority. To ensure that the Council’s services to leaseholders and freeholders are delivered effectively and efficiently with an excellent service offering for our tenants and leaseholders.
To maximise the Council’s income through effective monitoring and managing of leasehold service charges and the sales of Right to Buy properties.

This role will also be responsible for managing a Leasehold Services Assistant. 
Main Responsibilities

1. Leasehold Services

1.1 To ensure that a high quality service is delivered to all leaseholders, providing relevant advice and information to leaseholders to ensure that they are kept informed regarding the service provided to them.

1.2 To be responsible for carrying out all Section 20 consultation in relation to repairs, major works and improvements; in both leaseholder properties and communal areas in line with legal requirements and to respond to leaseholder’s queries about major works and recharges.
1.3 To provide support to the Housing Operations Team in all matters relating to planned works, maintenance or responsive repairs in leaseholder properties and communal areas including the review of all invoices for any works carried out. 
1.4 Raise invoices to leaseholders for capital works following any observations from leaseholders and the works being completed. Agree repayment plans with leaseholders for the invoices and liaise with Finance to set these up.
1.5 To lead on requests from leaseholders to carry out improvements or alterations and to ensure that any necessary inspections are carried out and appropriate guidance is issued, working with internal team to ensure all improvements and alterations are legally compliant
1.6 To monitor the calculation of service charges, ensuring that notification is sent to all leaseholders in accordance with the leases, legislation and our statutory obligations.

1.7 Regular review of service charges to ensure that we are meeting our statutory obligations and to ensure that leaseholders are advised of charges in accordance with their leases and in a transparent way, ensuring that all costs are recovered.
1.8 To ensure the efficient collection of leasehold service charges to minimise arrears and debts, ensuring that recovery action is taken in a timely manner and progressed to legal action if required via County Court proceedings.
1.9 To be responsible for the enforcement of conditions of lease or covenant with support from other departments as appropriate. To represent the Council at Tribunals with regards to any lease variations or disputes.
1.10 To be responsible for updating the Tenant and Leaseholder handbook; the setting and attending of a leasehold forum and ensuring that the Council website is kept up to date with relevant leaseholder information.

1.11 To be responsible for reviewing and drafting new leases to ensure that our leases are up to date and reflect any changes in legislation and statutory obligations.
2. Right to Buy

2.1 To be responsible for delivering the Government’s Right To Buy schemes in accordance with legislation; taking ownership and responsibility for the whole right to buy process from start to finish ensuring that legislative and regulatory processes and deadlines are met. 

2.2 To review all Right to Buy applications for either acceptance or denial of the application.
2.3 To be responsible for calculating the correct level of discount for each Right to Buy application ensuring Cost Floor and Section 125 costs are included in accordance with legislation.
2.4 To carry out the necessary checks and investigations upon receiving a Right to Buy application such as registered address, bankruptcy and insolvency, money laundering or risk that the council property was fraudulently obtained. Any identified concerns should be passed to the Fraud Team to investigate to prevent housing fraud.

2.5 To provide information to customers in relation to home ownership issues including but not limited to leaseholder service charges, ground rents and rechargeable repair accounts.
2.6 To be responsible for managing the Right to Buy Back scheme for the Council ensuring that the Council exercise the Right for First Refusal if desired, ensuring that all of the necessary procedures are followed and within the legislative timescales. 

To liaise with the Legal Department, to ensure that solicitors’ enquires relating to the sale and resale of leasehold properties are answered efficiently.
3. Performance Reporting

3.1 To collate regular performance data regarding leasehold management and Right to Buy information for both Housing performance indicators and for Local Authority Housing Statistics returns.
3.2 To respond to enquiries and complaints in accordance with the GBC Complaints Procedures.
4. Managing Staff
4.1 To be responsible for managing a Leasehold Assistant, ensuring that regular 1:1’s are carried out, providing opportunities for knowledge sharing and training.

4.2 Ensuring that performance targets are set and an annual appraisal is carried out to review performance against targets.
4.3 To be responsible for all other line management duties in line with GBC policies and procedures
5. Policies and Procedures
5.1 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.
5.2 To be responsible for managing the internal audits for leasehold services and Right to Buy working in conjunction with the Internal Audit and Counter Fraud Team.
5.3 Continuous review of leasehold and Right to Buy procedures to ensure a high quality service is delivered; working in partnership with other local authorities and housing providers to share best practice and learn from the wider sector.
6. General
6.1 To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.
6.2 Undertake additional training or vocational qualifications as required. 
6.3 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.  In the event that 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.
6.4 A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.
6.5 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.
6.6 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
6.7 The post holder will comply with Statute and Council Policy in all respects.
6.8 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 LA.
6.9 A commitment to excellent customer service and the values of the Council.
GRAVESHAM BOROUGH COUNCIL

CANDIDATE SPECIFICATION

	POST: Leasehold and Right to Buy Manager

	POST No.

	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	Ability to make informed decisions, with a high level of accuracy and attention to detail.
Ability to prioritise work and meet deadlines.
Ability to communicate effectively in writing and verbally at all levels 

Proficient IT skills; fully conversant with current uses of information technology in housing management.
Numerical, analytical, presentation and report writing and skills.
Strong customer service skills.
	Ability to manage and motivate staff. 
Ability to use a housing management IT system specifically for leasehold and RTB purposes.
The ability to construct technical letters relating to housing legislation.

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations) 


	Excellent knowledge of Leasehold legislation.

Excellent knowledge of housing legislation.
Excellent knowledge of Right to Buy legislation.
Excellent knowledge of Microsoft, including Outlook, Word, PowerPoint and Excel.
	Working knowledge of S20 of the Commonhold & Leasehold Reform Act 2002.

Knowledge of the regulations under The Regulatory Reform (Fire Safety) Order 2005.

Knowledge of OJEU and other procurement legislation.


	QUALIFICATION TRAINING

(Educational/vocational qualifications and other training )

Verification will be required
	Educated to A level or equivalent
Recognised Training in leasehold and/or housing management

Management qualification 
	CIH Level 4 or above qualification.
Formal Leasehold/Housing qualification or equivalent
ILM or similar

	EXPERIENCE

(Level and type of previous experience)


	Experience of housing and leasehold management and the Right to Buy.
Experience of income recovery.
	Experience of managing a portfolio of leasehold properties.
Experience of administering the RTB scheme.



	QUALITIES

(Particular qualities necessary to carry out the work, e.g. ability to work under pressure or work co-operatively in a team)


	Flexible approach to all aspects of work

Ability to work as part of a team and independently using own initiative.
To undertake further training/development as appropriate and to be committed to continuous professional development.

Ability to work under pressure, prioritise workloads and work

to deadlines.


	

	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear a uniform)


	Required to attend evening meetings on occasion.
Ability to work flexible hours when necessary including occasional out of hours as the needs of the service require.
Full clean driving licence.
	


