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Job Description & Person Specification Operations Manager
Main Duties:
· To act as chief officer for the delivery of an housing management service in accordance with the management agreement responsibilities and existing legislation, policies and procedures.

· To support and advise the tenant Board in the delivery of its responsibilities and promote and support excellence in governance.
· To act as a primary representative to external stakeholders
· To act in accordance with the co-operative values and the principles of equality and diversity
· To promote a participatory ethos within the Co-op to encourage volunteering

Salary £30,000 - £33,000 per annum (pro rata 21 hours per week)  

Responsibilities:

· To lead and develop a staff team to deliver high quality housing management services

·  Advise the board with regard to good practice in housing management, governance finance and data protection
· To attend Board Meetings 
· To advise the board in respect of their delegation of powers

· To provide and to regularly review all policy & procedure related to service delivery 
· To maintain effective and positive working relationships with the Board and all stakeholders
· To lead the organisations information, consultation and participation strategy using a combination of appropriate communication platforms.

Financial Management
· Ensure that the financial regulations are complied with in full and at all times
· Ensure appropriate authorisation for all expenditure.

· Ensure all staff salaries and volunteer expenses are authorised and paid to the relevant personnel
· Ensure that the WAC Committee receives appropriate financial and business planning advice and reports (e.g. cash flow statements, management accounts) to enable it to maintain effective financial control and to comply with the management agreements
· Ensure that day-to-day financial record keeping is accurate and that appropriate controls are in place for the authorisation and approval of business expenditure.

· Analyse monthly income and expenditure against budgets.

· Ensure that the management and statutory accounts are prepared in conjunction with the organisations Treasurer, Accountants and Auditors and in accordance with statutory requirements.
Allocations & Tenancy Management

· To advertise all void properties in line with the choice-based lettings system
· Ensure tenancy agreements are complied with at all times 
· Encourage the board comply with landlords liaison responsibilities
· Support all tenants, and particularly those vulnerable tenants with their needs.
· Check applications for housing  
· To undertake an annual opinion survey of resident households to inform service delivery standards and demographics
· Ensure that community is engaged and supportive of WAC
Security & Anti-Social Behaviour
· You must ensure that tenants are made aware of the anti-social behaviour policy.
· Co-ordinating the implementation of the anti-social behaviour policy with all key stakeholders.
Repairs & Maintenance
· To oversee the delivery of a responsive repairs service to an agreed standard

· To procure and maintain relationships with external contractors

· To monitor and be involved with major works programmes undertaken by the landlords
Staff & Contractors
· Manage a team of staff and contractors ensuring objectives and responsibilities are delivered
· Ensure regular 121 and annual staff appraisals are undertaken and recorded 
· To ensure all staff comply with their legal obligations

· To ensure that Health & Safety of staff is paramount at all times and that the organisation maintains high standards of Health & Safety.

· Maintain accurate records of staff timesheets

· To be the first point of contact for all staff members with queries

· Ensure all staff members have a clean DBS check

· Managing the recruitment of new staff in accordance with the recruitment policy
· To liaise between the staff members and the Board

Additional duties 

Be responsible for your own continuous personal development and that of the staff
Person Specification   (D = Desirable E = Essential)
Essential

1. Knowledge of tenant/resident managed organisations. 
2. Knowledge of social housing law, relevant regulations and its practical application, in particular in the areas of Health & Safety, Equality and Diversity and data protection. 
3. Understanding of the policy and regulatory context for TMOs and Registered Providers. 
4. Track record of successful delivery of results, raising performance standards and achieving sustainable improvements, in sometimes challenging circumstances. 
5. Strong commitment to resident management, involvement, empowerment and choice. 
6. Ability to review and write housing policies and procedures. 
7. Excellent levels of numeracy and literacy 

8. Good financial management skills with the ability to plan, manage, control and monitor budgets and expenditure to support the delivery of the organisation’s strategic vision 
9. Ability to lead, empower, inspire, motivate and develop employees at all levels, building teams and committed to corporate vision, values and goals. 
10. Strong computer skills with the ability to be self-servicing including undertaking own correspondence, writing reports and using spreadsheets to manage and control budgets. 
11. Ability to communicate information clearly, understandably and concisely whether verbally or in writing to tenant and resident Committees. 
12. Strong interpersonal skills at all levels with the ability to negotiate effectively and sensitively across organisational boundaries. 
13. Sense of diplomacy with sound political awareness. 
14. Must demonstrate strong organisational and time management skills. 
15. Ability to prioritise, delegate, analyse and solve problems and achieve results against tight deadlines by taking a proactive approach 
16. Commitment to attending evening and weekend meetings and events as required. 
17. Willingness to contribute to and be actively involved in tenant involvement and community empowerment activities and events.
18. Needs to be self-critical and prepared for their judgement to be overridden 
Desirable

1. Relevant Diploma or Chartered Institute of Housing membership or other relevant Housing qualification (or qualified by experience to equivalent level). 
2. Experience of working at middle management level to deliver business objectives and developing a positive performance culture.
3. Experience of developing a strategic vision and strategic plans for a housing organisation. 

4. In-depth knowledge of social housing legislation and its practical application.
5. Experience in leading and developing effective teams, bringing the best out of people and being both strategic and operational as needed. 

6. Experience of working with tenants and resident Committees to achieve successful outcomes in the delivery of services which meet their needs. 


