	 JOB DESCRIPTION – Housing Project Manager 

	Employer:

Job Title:       

Hours:   

Contract:

Start date:  

End date: 

Normal hrs to be worked:

Location:   

Line Manager:         

  
	Justlife Community Interest Company, 1 Delamere St,  M11 1JY

Housing Project Manager

35 hrs per week

1 Years

March  2012

March  2013

Monday –Friday 9-5

East Manchester
Managing Director/Assistant Director

	Responsibilities:
	Referral and assessment 

· To take referrals from clients and agreed referral agencies

· To undertake a full assessment of clients’ readiness to sustain PRS accommodation

· To agree objectives and action plan with each client regarding their property search

· To set up and run pre-tenancy sessions and ensure that clients attend these

· To support clients to ensure they remain engaged in the process of finding suitable accommodation and support them in maintaining realistic expectations

Establishing tenancies

· To provide support to clients to help them identify suitable properties. This may include tasks such as searching relevant press publications and websites, contacting and visiting landlords and lettings agencies

· To complete accurate affordability calculations with clients preparing to move into PRS accommodation

· To assist clients to understand and complete their Housing Benefit application as required

· To arrange and accompany clients on viewings to properties and support them in negotiating with landlords where appropriate.  This will include ensuring that the property meets safety standards and is well maintained

· To assist clients to fully understand the conditions of their tenancy agreement and  agreeing rents with landlords prior to taking up a tenancy

· To accompany the clients to the tenancy signing

· To provide clients with practical support to equip their rented accommodation. e.g. accessing furniture projects, setting up utilities

· To assist clients to establish regular payment of rent and service charges to their landlord

· To provide tenancy sustainment support and carry out follow up visits once the clients is housed.
Services to landlords

· Attend relevant network meetings and forums with referring agencies,

· Map out and gather information on other agencies within the local authority area who may access the service,

· Provide presentations to referring agencies on the project

· Ensure referring agencies have up to date referral forms and criteria,

· Attend local landlord meetings and forums and present where appropriate,

· Search relevant landlord and property databases and make initial contact with landlords to recruit them into the project,

· Ensure landlord packs are kept up to date and landlords are registered and ensure the local authority is aware of all landlord using the scheme,

· Carry out property inspections.

· Maintain contact with landlords – through mailing or phone contact.

· Give Landlords any relevant legal or other good practice information about letting and property management as appropriate.

· Participate in mediation between tenants and landlords if appropriate.

Monitoring & Evaluation 

· Ensure the accurate and timely input of member and outcome data 

· Assist in the collation of accurate monitoring information for reports to internal and external stakeholders. 

General

· Prioritise own workload and ensure timely delivery on all tasks

· Take part in team meetings and where necessary take minutes

· Support the management and development of [insert organisations’ name] overall work

· Develop and maintain an understanding of [insert organisations’ name] work and the needs and circumstances of homeless people

· All employees have a duty of care to themselves and others under the requirements of the Health & Safety at Work Act

· To comply with [insert organisations’ name]  policies and to carry out any duties that may reasonably be required in light of the main purpose of the post



	Salary:
	Pay band 6: £22730 - £25220PA

Depending on experience and qualifications



	EMPLOYMENT CONDITIONS 

	Notice:
	You are required to give 4 weeks notice, in writing, if you wish to terminate your employment before the end of the employment period.

You are entitled to 4 weeks notice, in writing, if Justlife have reason to end your employment before the end of the employment period.

There is no entitlement to notice in the event of dismissal for Gross misconduct.



	Annual Leave: 


	25 days plus bank holidays



	Personal Development:
	Justlife will provide relevant training opportunities for this role

Personal coaching will be available to you throughout your employment

Performance reviews will take place no less than twice each year

	Sick pay:
	Should you be off work due to ill health you will be entitled to Statutory sick pay only




	PERSON SPECIFICATION – Housing Project Manager 

	Attribute/Characteristic
	Essential
	Desirable

	Attitude
	· Self motivated

· Disciplined

· Passionate about work with vulnerable people

· Excellent time management


	· Desire to learn and develop



	Qualification/Skills
	· Providing support to individuals with complex needs
· Identification and assessment of clients needs
· Planning and organisational skills, managing caseloads and achieving targets
· Excellent interpersonal skills, communicating effectively and maintaining appropriate professional boundaries

	· Ability to understand and interpret numerical information and good record keeping
· Good computer skills, particularly MS Word and Excel

	Experience/Knowledge
	· Paid or voluntary experience of working with vulnerable adults

· Understanding of the needs of homeless people

· Awareness of issues for those moving into an independent tenancy
· Negotiating with and influencing a range of people to achieve outcomes

· Working flexibly responding to varying demands of role to achieve agreed outcomes


	· Supporting vulnerable adults through a process of personal change

· Experience of the private rental sector

· Knowledge of benefits system relevant to the private rental sector

	CRB
	· Satisfactory check at enhanced level
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JOB ADVERTISEMENT

HOUSING PROJECT MANAGER Ref: PRS/M
Justlife is a Community Interest Company which exists to:

1. Provide help to individuals and families with acute support needs including alcohol & drug dependency. 

2. Help individuals to access relevant professional services including housing, healthcare and employment.

3. Initiate and co-ordinate community transformation and regeneration in areas of deprivation

4. Research, design and deliver models of recovery which will empower individuals to find their way back into society, independent living and employment    
We are seeking to appoint a high calibre individual to head up a new housing project in east Manchester. The private rented sector (PRS) access scheme assists those in housing need to access PRS accommodation in order to create long term sustainable tenancies.  The scheme acts as broker between people who are homeless or at risk of homelessness and good quality landlords, as guarantor to reduce the financial risk to landlords and connects new tenants with local support services.

Key to the scheme’s success will be publicising the scheme and building relationships with PRS landlords, and liaising with Housing Benefit departments and other key stakeholders in order to deliver an effective service. 

The appointed person will report directly to the Managing Director for all matters pertaining to the Project. They will need to demonstrate a proven track record in project management, leadership, exceptional administration skills and a depth of understanding of the issues faced by vulnerable adults in inner city communities. Our ideal candidate will combine a high level of administrative skill with professional housing or social work qualification and leadership qualities. 

The successful applicant will be required to complete an enhanced CRB check. 


Hours: 

Full time with some flexibility
Term: 

1 year contract (with view to extend)

Salary:

Pay band 6: £22,730 - £26,780
Closing Date:
5 March 2012
Interviews:

Assessment Centre: TBC
Start Date:

March/April 2012

Application Information is available from:

Gary Bishop 

Managing Director, Justlife Community Interest Company

1479-1489 Ashton Old Road, Openshaw, Manchester, M11 1HH

Tel: 0161 285 5888        e: gary@justlife.org.uk     web: www.justlife.org.uk
Justlife welcomes applications from all sectors of the community. 

A copy of our equal opportunities policy is available on request.
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