TAMESIDE METROPOLITAN BOROUGH COUNCIL
PEOPLE, OPERATIONS AND ADULTS
Department:

People, Operations








Division/Section:
Adults - Housing & Property Management Team 



Post Designation:
Property Management Assessor

Salary: 

Grade F
 

Accountable to: Team Manager for Housing & Property Management Team
Based: Tameside MBC
Main Duties and Responsibilities:
To assist the Team Manager in the day to day provision of the Property Management function as required by the Department.
To assist in the development and implementation of appropriate systems & procedures – Accommodation Options Database etc.

To deputise as required in the absence of the Team Manager (Housing & Property Management) e.g. provide advice, make decisions (urgent health and safety works within Supported Housing Schemes), provide assistance to staff, other managers and attend meetings as and when appropriate. Frequency – weekly/monthly etc
To monitor expenditure for Housing Benefit Furniture budget against Agresso Monitoring.

To maintain, develop and update Property Management resource information.
To complete income monitoring for Housing Benefit Payments – liaising with the Client Finance Team and Housing Benefit Section.
To be responsible for the processing of Housing Benefit Application Forms for new tenants / service users (moving into the service or being transferred from one Learning Disability property to another) and monitor claims to ensure in full payment.
To be responsible for the implementation and calculations of annual rent increases to rent schedule claims, collection and assimilation of rent increase amounts from eight Landlords in line with Retail Price Index increases.  All increases applied to Learning Disability Service properties claim forms.  Submit  completed Housing Benefit claim forms to Housing Benefit Section on an annual basis.  To be responsible for processing rent payments to landlords on a 4 weekly, monthly and quarterly basis for all supported housing schemes managed.
To be responsible for resolving Council Tax queries, arranging Council Tax Fund Switch payments and organising the completion of Severely Mentally Impaired discount Forms for Council Tax Exemption purposes with Support Providers and direct with service users.
To assess and be responsible for the co-ordination and completion of Property Inspections – lone working (identify furniture/white goods replacements, identify where internal decoration is needed, indentify where replacement of floor coverings are required, indentify any fire safety related matters and highlighting repairs/hazards within the home that need actioning) at 54 supported housing schemes throughout the borough.  Inputting of data collected from inspection reports onto database/inventory and follow up any actions as required.  
To work & liaise effectively & supportively with all colleagues & departments in the interests of contributing to a professional working environment.  Complete as and when necessary joint Property Inspections with Landlords, Social Workers, Support Providers, Fire Service, Gardening Contractors, Families, Tenants, Contract Monitoring Officers, Accommodation Options Group members, Occupational Therapists, Disabled Facilities Grant Team, Behavioural Services Team, Suppliers and Contractors etc. at the Supported Housing Schemes we manage. 
To advise Support Providers on the procedure for obtaining quotations in line with the Councils Financial guidelines for furniture/goods replacements.

To assess and be responsible for declining/approving request for goods quotations submitted by Support Providers for furniture replacements, electrical and gas white goods replacements, internal re-decoration requests, floor covering  replacements for all 54 Learning Disability Service properties and ensure the ordering/disposal of furniture and maintenance guidelines are adhered to. 

To be responsible for organising repairs, making decisions around repairs including approving the costs of repairs once contractors confirm prices.  Reporting and monitoring of daily repair requests, dealing with property queries surrounding adaptations, alterations around the service users home, actioning health and safety repairs that require urgent attention within the Supported Housing Schemes and reporting repairs direct to the landlord.

To undertake the financial administration - reconciling income and expenditure from the Housing Benefit Furniture budget including, raising and inputting orders on to the procurement system for furniture/goods/repairs approved, providing monthly budget statement reports to management, checking/processing payment of invoices, recording all purchase orders/invoice payments on systems and liaising with customers/suppliers over payment queries relating to invoices.  Process invoices in relation to utility charges for communal areas in extra care housing scheme and process TV Licence for Respite unit.
To be responsible for updating / maintaining the furniture inventory database for all 54 Learning Disability properties in line with audit requirements. Ensure budget restraints are accounted for and Health and Safety requirements are met.
To be responsible for customer feedback and consultation of services via questionnaires are monitored for the delivery of goods, repair satisfaction of items within the home, gardening services etc. at Learning Disability properties.  Record results received back into graph/chart reports for Team Manager and for meetings held with contractors.
To develop and update a centralised Accommodations Options Databases for all supported housing schemes within the Borough i.e. dispersed housing, 24hr Learning Disability Supported Accommodation, Extra Care Housing and Mental Health Supported Accommodation/Floating Support.  Collection of statistical data around vacancies, admissions etc inputted and maintained onto centralised database.   E-mail copy of AOG database to distribution list/group on monthly basis.
To attend meetings for Accommodation Options Group (raising any Property Management issues, looking at the waiting list for clients requiring Supported Accommodation, provide advice in dealing with health and safety issues etc, using the database to monitor vacancies and filling voids.

To complete and action CORE Forms to Housing Associations for new admissions into the service.

To complete and action Housing Association Quarterly / Annual Returns - (RE data submission on voids, admissions, rent arrears etc at Landlords properties)

To be responsible for the day-to- day allocation and supervision of Property Management related work assigned to Business Support Clerks to undertake. To complete training and any other tasks and responsibilities as reasonably agreed as appropriate to the post-holder and/or their role, in agreement with the line manager.
To assist the Team Manager or act in their absence when meeting with potential landlords or developers in identifying suitable replacement properties (for existing schemes that are no longer suitable for our service users), ensuring the new properties are more fit for purpose and meet the needs and requirements of the service users.  To assist with a property handover working with landlords when closing schemes/returning keys and completing inventory checks.
To assist the Team Manager with the Monitoring of Lease/Management Agreements and reviewing the obligations set out within the agreements to ensure all parties (Council and Landlord) are in cohesive agreement with its contents before renewing the expired agreements.  Attend consultation meetings with 7 Landlords, Support Providers, service users, Legal and Estates departments as and when appropriate. 
To assist with the co-ordination of the signing of tenancy agreements with service users in line with capacity assessments. Working with all 7 Landlords, clients and Social Workers with the tenancy sign up process.
To be responsible for ensuring the monitoring of up to date Gas Safety Certificate checks are in place for all 54 supported housing schemes. Ensuring Gas Safety checks are completed in line with Health & Safety regulations, identify any recommendations from the certificate and ensure they are actioned by the landlords and that the Gas Safety database is developed / updated with renewal information.
To be responsible for ensuring the monitoring of Household Contents Insurance polices are in place for all 54 supported housing schemes and ensure the insurance database is developed / updated with renewal information.

To be responsible for the co-ordination of 6 monthly Thermostatic Control Valve servicing at the supported housing schemes. Deal with any actions raised, such as failed mixing valves that need replacing as indentified from the reports and following up of any remedial works as per the recommendations outlined by contractors.  Update and develop database with results received back from reports.
To be responsible for the co-ordination of PAT Testing appliances on an annual basis at the supported housing schemes.  Deal with any actions raised from the reports, such as failed appliances and following up of any remedial works as per the recommendations outlined by contractors. Update and develop database with results received back from reports.
To be responsible for the co-ordination of Fire Fighting Equipment, Lift annual maintenance, Sprinkler system servicing, and maintenance of door entry intercom systems at the supported housing schemes.  Deal with any actions raised from the reports, such as condemned fire fighting equipment that need replacing and following up of any remedial works as per the recommendations outlined by contractors. Update and develop database with results received back from reports.
To be responsible for the completion of Fire Audit Inspections at Learning Disability supported housing schemes.  To follow the guidance set out within the National Fire Chiefs Council – Fire Safety in Specialised Housing.  Check Fire Risk Assessments, Fire Evacuation Plans, Fire drill records, Personal Emergency Evacuation Plans for service users, Fire Equipment such as the Installation of Fire Doors, Emergency Lighting, Hard Wired Smoke Alarms systems, checking means of escape etc.  To work with the Fire Service, Support Providers and Landlords to ensure properties meet fire compliance regulations. To assist Fire Officers on visits to properties and deal with failure to comply 28 day notices served by the Fire Service and report findings/actions to Team Manager where appropriate.
To work with landlords when having to organise the decanting of service users and staff from their property – during emergency building works preventing the service users from living in their home for a temporary period until building works complete and property safe to return to.

To be responsible for dealing with complaints i.e. received from the Learning Disability Schemes direct or from the neighbours who live near the Supported Housing Schemes we manage.  Investigate into why the complaint has been made and Feedback to Team Manager the nature of the complaint and how the complaint was resolved to a satisfactory conclusion for all parties.
To book quarterly/6 monthly monitoring meetings and chair meetings with 6 Registered Social Landlord’s, 1 Private Landlord and meet with internal/external support providers who are also invited to the meetings.  Type minutes and distribute as and when necessary.  Discuss rent accounts, repairs, voids, complaints & home improvements needed at Supported Housing Schemes etc.
To monitor the services provided by our Gardening Contractors - meet with gardening contractors to report back on feedback from questionnaires / customer surveys.  Consultation and development of graphs for recording feedback results.
To assist and support internal audit in respect of audit reviews for Housing and Property Management.

To assist in the closure of accounts process by completing creditor and debtor sheets etc.

To undertake as required any other work commensurate with the level and responsibility of the post.

TAMESIDE METROPOLITAN BOROUGH COUNCIL

PEOPLE, OPERATIONS
ADULT SERVICES – HOUSING & PROPERTY MANAGEMENT TEAM
PERSON SPECIFICATION

Division:
Adult Services - Housing & Property Management 
Designation:
Property Management Assessor
	ATTRIBUTES
	COMPETENCY / SKILLS / KNOWLEDGE / EDUCATION
	ESSENTIAL / DESIRABLE REQUIREMENTS
	Doesn’t meet = 0

Partially meets =1

Fully meets = 2
	METHOD OF ASSESSMENT



	QUALIFICATIONS
	GCSE English Language and Mathematics(Grade A/C)

BTEC HNC or equivalent
NVQ Level 3  in Housing / Management or equivalent
IOSH / NEBOSH qualification
	Essential

Essential

Essential
Desirable
	
	App Form

App Form

App Form

App Form

	SPECIALIST KNOWLEDGE
	Knowledge of the aims, objectives and diversity of Adult Services


	Essential
	
	App Form / Interview

	
	Knowledge of the Financial Workings of a Local Authority including Budget / Expenditure guidelines
	Essential
	
	App Form / Interview

	
	Knowledge of Landlord and Tenant Act 1954 and Housing Legislation
Knowledge of Health and Safety Regulations

The Council’s Procurement and policies/practices
	Essential
Essential

Desirable
	
	App Form / Interview

App Form / Interview

App Form / Interview

	WORK RELATED 

EXPERIENCE
	Relevant experience of working in a Housing related setting


Administrative experience of working in Local Government


	Essential

Desirable


	
	App Form / Interview

App Form / Interview



	
	Experience of implementing positive changes to working practices.


	Essential
	
	App Form/ Interview

	
	Experience of using various computerised systems


	Essential
	
	App Form / Interview /Test

	
	Experience of Microsoft Office
	Essential
	
	App Form / Interview /Test 



	ANALYTICAL Assimilates and analyse complex information.  Identifies key issues and relationships.  Makes systematic and rational judgements based on relevant information and statistics
	Ability to identify problems and propose solutions

Good analytical skills


	Essential

Essential
	
	App Form / Interview 

App Form / Interview

	PLANNING AND ORGANISING Identifies how the success of an objective will be achieved and plans actions to meet goals.   Prioritises and schedules to optimise time and resources.  Accurately updates Performance monitoring systems.
	Demonstrate planning and organisational skills
	Essential
	
	App Form / Interview 

	
	Ability to plan and organise own workload.  
	Essential
	
	App Form / Interview 

	
	Be able to maintain accurate information and records in an organised manner
	Essential
	
	App Form / Interview

	
	Ability to work flexibly.
	Essential
	
	App form / interview

	
	Be self-motivated
	Essential
	
	App Form / Interview

	COMMUNICATING IN WRITING 

Writes fluently, clearly and concisely.  Adapts own written communication style to suit the needs of the recipient.
	Ability to write letters and reports to a variety of different client groups and organisations


	Essential
	
	App Form / Interview

	
	Be able to construct letters, develop databases and keep accurate file notes that are clear, concise and are appropriate to the needs of the recipient.

Make full use of the technology available for these purposes and understand the principles of Data Protection when doing so.
Presentation skills commensurate with the requirements the post
Experience of producing management and statistical information in a range of formats


	Essential

Essential

Essential

Essential
	
	App Form / Interview 
App Form / Interview 
App Form / Interview 

App Form / Interview

	WORKING WITH OTHERS 

Speaks confidently and fluently.  Talks at a suitable pace and level.  
	Ability to work as part of a developing team


	Essential
	
	App Form / Interview

	
	Experience of communicating effectively in non-technical terms suitable for the audiences
	Essential
	
	App Form / Interview

	
	Experience of working with people and internal/external agencies both face to face and over the telephone

Excellent customer, colleague, client and supplier interpersonal skills, demonstrating an understanding of care and  Collaborative/co-supportive working

	Essential

Essential
	
	App Form / Interview

App Form / Interview

	
	Be able to communicate in a confident and professional manner
	Essential
	
	Interview 

	USING INIATIATIVE 


	Be able to work pro-actively towards achieving job objectives

Ability to work under pressure

Ability to work without direct supervision

Ability to mediate
Ability to make Health and Safety decisions without direct supervision

Ability to make financial decisions without direct supervision

Be able to work in line with Lone Working guidelines
	Essential

Essential

Essential

Essential

Essential

Essential

Essential


	
	App Form / Interview 
App Form / Interview  
App Form / Interview  

App Form / Interview  

App Form / Interview  

App Form / Interview
App Form / Interview   



	CUSTOMER FOCUS

Building Learning Disability Service rapport and relates well to different types of customers
	An understanding of the needs of a wide range of vulnerable people who are in Supported Housing.
	Essential
	
	App Form/Interview

	EQUALITY
	An ability to integrate equality into all areas of work
	Essential
	
	App Form / Interview


