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Job Description


JOB TITLE:		Property Compliance Manager
	
RESPONSIBLE TO:	 Surveying & Disrepair Manager

RESPONSIBLE FOR:	Case management of TCH’s damp and mould repairs and other hazards relevant to Awaabs Law

DIRECT LINE REPORTS:	2 x Property Officers, 1 x Property Co-ordinator

Purpose 
To lead on TCH’s case management of responses to Awaabs Law. Management of KPI’s, allocating cases with suspected underlying property defects highlighted within Awaabs Law to TCH’s area Maintenance Surveyors.

Core accountabilities 

· To case manage TCH’s damp and mould related repairs to minimise risk to TCH and its residents
· Co-ordinate with TCH’s repairs team to ensure swift completion of repairs relating to damp and mould
· Triage repairs according to severity and in line with TCH’s established HHSRS reporting
· Manage the Property Officers in relation to hazards within Awaabs Law and ensure cases are followed through to completion
· Allocate properties with either repeat visits for damp, mould and condensation or other defects within Awaabs Law to TCH’s Maintenance Surveyor to scope any repairs needed
· Responsible for advice to TCH’s residents on the most effective ways of managing damp and mould and other hazards under Awaabs Law affecting the resident within the home
· Be the first point of contact and escalation for queries or complaints relating to damp and mould and other hazards under Awaabs Law for the team.
· Responsible for complaints from stakeholders and ensure issues are resolved satisfactorily with clear written letters or reports to provide accurate audit trails of the complaints.
· Responsible for customer contact and ensure it is achieved within set timescales, including taking telephone calls and responding to e-mails/letters.
· To deliver excellent customer service in all interactions with the customer 
· To assist with data for ongoing audits
· To liaise with other departments, staff, stakeholders and outside agencies as appropriate
· To focus on continuous improvement using customer feedback and to assist with moving towards digital working.  
· To process letters and provide standard written responses in line with the requirements of the Safety & Compliance team



Other Key responsibilities   

· Acting as Case Manager for our action plan a range of activities will require attention but the headline priorities will be:
· Support the Property Officers in managing their caseloads
· Provide assistance to the Surveying and Disrepair Manager and the Assistant Director of Repairs & Compliance in any reports that may be required
· Review all damp, mould and condensation jobs for any repeat visits within the preceding six months
· Review all other hazard jobs in line with Awaabs Law for any repeat visit within the preceding six months
· Work with TCH’s Learning and Development team to ensure that TCH staff are adequately trained on Awaabs Law and the associated risks

GENERAL

· To adhere to the equality, diversity and inclusion policy and actively promote equality of opportunity wherever possible.
· Recognise, respect, and promote the different roles and diversity of individuals.
· To actively contribute towards the key performance indicators and professional standards. 
· Work in accordance with the General Data Protection Regulations (GDPR) and Data Protection Law and be responsible for the integrity of personal information you process. This may include identifying anomalies in data and investigating and correcting them where appropriate. Ensure you attend training on data protection regularly.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act (1974) and relevant EC directives.
· To participate in training, attend other meetings, and staff events as required.
· Be an effective member of your team, presenting a positive impression of your section and the Group.
· Take responsibility for recognising and recording customer complaints, however made, and ensure that any complaints allocated to you are responded to within policy requirements.
· Maintain professional curiosity in all interactions with residents, be aware of and report and record any potential safeguarding issues promptly and appropriately.
· Maintain awareness of budget requirements and value for money while delivering your role.
· Consider and highlight any risk to the organisation or individuals whilst delivering your role.
· Consider resident feedback (the resident voice) in all service delivery, using data and insight and actively engaging with residents to understand their needs, views and priorities and tailor services accordingly.
· This role will involve visiting other offices and stock and you will be required to have your own car and full driving licence. 

This job description is a guide to the nature of the work required. It is not comprehensive, and it is expected that other duties will be undertaken as this role develops and as may be reasonably expected.







	Area
	Person Specification


	
Education and Qualifications
	· GCSE standard or equivalent education
· Competent user of Microsoft Office packages (Outlook, Word, and Excel)


	
Knowledge and Experience
	· Experience of document management and diary co-ordination
· Knowledge of the housing sector would be an advantage
· Experience of delivering advice and complex information often in challenging situations
· Ability to manage expectations and act as a gatekeeper
· Knowledge of risk management/assessment frameworks


	
Behaviours
	· Excellent verbal and written communication skills
· Strong interpersonal, influencing and negotiation skills
· Good numerical and analytical skills
· Proven ability to organise and prioritise work, meet deadlines, work under pressure and handle a number of tasks simultaneously and accurately.
· Proactive approach to solving problems
· Able to work as an effective team member with minimum supervision
· Ability to multitask and anticipate assignments while maintaining meticulous attention to detail
· Demonstrates resilience in pressured and stressful situations
· Ability to deal with sensitive information, maintaining discretion and confidentiality
· Ability to create an environment of trust, fairness and openness.
· Ability to lead and motivate a team.
· Able to work with a high degree of autonomy and flexibility. 
· Committed to continuing personal and professional development.








image1.jpeg
Sz, lown & Country
»N Housing

Peabody Group




