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Job Description and Person Specification
Employing Authority: Redditch Borough Council
Job Title:
Housing Business Support Manager 


Directorate:
Leisure, Environmental, Community, Housing & Planning
Grade:

8
Responsible to:
Strategic Housing & Business Support Manager  
Responsible for:
Senior Complaints and Quality Officer

Right to Buy Officer

Housing Business Support Officer


Assistant Housing Business Support Officer
Purpose of the Role
To lead the Housing Business Support team 

Lead in the provision of assurance, collation and submission of statistical, regulatory returns and benchmarking submissions. 

Be responsible for the collection, collation, verification and analysis of data from a range of diverse sources to support operational and strategic decision making.
Ensure complaints, member & MP enquiries are dealt inline with the Council’s policies and the Housing Ombudsman requirements.

Be responsible for the processing of the sale of council properties under the Right to Buy scheme.
To ensure the Housing IT systems are functioning correctly, managing upgrades as required and data is maintained correctly.
Main Duties
· To manage the day-to-day activities of the Housing Business Support Team and develop staff ensuring that staff levels reflect the demands of the service and flexible working arrangements.
· Ensure the completion of statutory returns to the Regulator of Social Housing and Government departments including CORE reporting and support Housing Services in the preparation for an Inspection.
· To lead a comprehensive, sensitive and effective complaints and compliments service for Housing within the Council; working strategically with internal and external stakeholders to investigate and resolve issues and provide satisfactory outcomes for the tenants of the Council.

· Ensure that effective performance management systems are in place to deliver and manage Strategic Business Planning. Ensuring that Business Intelligence (BI) Dashboards are available to all Housing Service Managers and discussions on additional BI is added to these dashboards on request and in a timely manner. Be the point of contact to apply new KPI’s to Dashboards as regulatory requirements or internal KPI requirements change over time.
· Oversee the maintenance and presentation of the service’s performance data on a monthly, quarterly and annual basis.
· Lead on benchmarking through membership of accredited websites, providing insights with the use of data to assist Housing Services in assessing their performance, set smarter goals, and meet the requirements of the Council Objectives.
· Make sure that the service responds to Freedom of Information requests in a timely and accurate fashion.
· Provide effective business support for colleagues across the service, working in partnership to understand their needs and deliver support and solutions that help to deliver on shared business objectives. 
· Responsible for the annual rent review, applying the rent increases as approved by Executive Team and Members. Updating the Housing Management System and ensure all tenants receive their notices of increase with the correct and legal notice periods.

· Manage the provision of back-office functions to support the Housing Revenue Team ensuring processes are administered and housing management system is updated with accurate and timely information.

· Ensure Housing systems are configured and utilised to obtain maximum benefit for the Housing and Asset Management Services and implement technological solutions to improve business efficiency.
· Ensure the Right to Buy process is completed within statutory requirements and approve s.125 offer notices.

· To be responsible for the interpretation of Government and other guidance in respect of housing issues where required, the briefing of Members and the Councils Management Team and to ensure guidance is implemented.
· To manage, plan and monitor allocated revenue and capital budgets and contribute to the wider budget setting process, ensuring that financial regulations are met.
· To ensure any contracts that are let and managed within both Councils’ Standing Orders
· To deal with MP, Member and customer enquiries and complaints as and when required. 

· To represent the Council on countywide partnerships and support and develop partnerships. 

· To prepare and present reports to the Council committees and other groups as required.

· To work flexibly and to be available, if required, to undertake duties out of normal working hours.

· To recruit, manage, appraise and develop relevant staff within areas of service responsibility within the framework of the Council’s human resources policies.

· To ensure that the Council’s Equal Opportunities Policies, Codes of Conduct, Data Protection Policies and other relevant policies, procedures and legislation are embedded and applied throughout the service in both service provision and employment issues.

· To carry out business continuity and risk management appraisals including the establishment of control measures for ensuring delivery of services and projects.

Role Principles

General Duties 

· To ensure that the Councils 6 strategic purposes are met and as set out in each Districts Council Plan.

· To ensure efficiency, effectiveness and equality in service delivery. 

· To exercise proper integrity and respect of confidential matters and personal information obtained during the execution of the duties of this post. 

· To reflect the Council’s core values and objectives in undertaking the duties of this post. 

· To provide outstanding customer services to all customers, colleagues, elected Members etc in line with the “Every Customer, Every Time – Everybody Matters” strategy.  In particular by building trust, taking responsibility and assuming ownership of issues, actively listening, communicating with empathy and being flexible and adaptable to meet the needs of others.

· To understand and comply with the legal requirements of the Health and Safety at Work Act 1974 and any other relevant regulations as detailed in the Council’s Health and Safety Policy Statement. 
· To carry out duties and responsibilities under the Data Protection Act 1998; in particular, to take all reasonable care that no unauthorised loss or disclosure of personal data occurs.

· To undertake such other reasonable duties as may be requested. 

Person Specification

The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

Knowledge and Experience
	
	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	1.
	At least 3 years management experience to include the management of team of staff.


	E
	1,2

	2.
	Detailed knowledge of policies and legislation relating to social Housing.

	E
	1,2

	3.
	Experience of managing budgets, both capital and revenue.


	E
	1,2

	4.
	Experience of managing projects.


	E
	1,2

	5.
	Experience of developing, implementing policies and procedures.


	E
	1,2

	6.
	Experience of dealing with complaints and contentious issues.

	E
	1,2

	7.
	Experience of preparing committee reports.
	E
	1,2

	8.
	Experience of staff/personnel management, including performance monitoring and management
	E
	1,2

	9.
	Ability to influence and negotiate at all levels internally and externally.
	E
	1,2

	10.
	Experience of consultation and partnership working.
	E
	1,2


Qualifications and Professional Memberships

	
	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	
	
	
	

	
	At least 3 years experience working in a housing service and educated to ‘A Level’ or an equivalent professional CIH housing qualification 

	E


	1,4



Job Specific Skills, Behaviours and Personal Attributes

	
	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	1. 
	Experience of working with Senior Managers, Councillors and external professionals.
	E
	1,2

	2. 
	Ability to communicate and present information.
	E
	1,2,3

	3. 
	Ability to drive change through systems thinking and transforming services.
	E
	1,2,3


	4. 
	Ability to interpret and advise on Government Legislation
	E
	1,2,3

	5. 
	Ability to lead, focus, motivate and develop a team towards success providing direction and vision.
	E
	1,2,3

	6. 
	A sound knowledge of IT systems
	E
	1,2,

	7. 
	A good knowledge of Health and Safety, Data Protection and Freedom of Information.
	E
	1,2

	8. 
	Full valid driving licence.

	E
	1,4
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