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JOB PROFILE: 
Neighbourhood Services Manager 
RESPONSIBLE TO:
Head of Housing
RESPONSIBLE FOR:
Neighbourhood Services Advisors (NSA), Neighbourhood Services Assistants/administrators, Head Start Advisors (including Gypsy and Traveller’s sites,  ASB/Enforcement Advisor 
PURPOSE:
To manage a team of NSAs, Head Start Advisors, (including Gypsy and Traveller’s site and ASB/Enforcement Officer to ensure a high standard of service for Teign Housing’s customers.


To work within and champion the Company’s Equality and Diversity Policy, Health and Safety Policy, Customer Service and Performance Policies ensuring that these are complied with throughout all activities within the scope of this role to ensure the highest standards of customer care.

Ensure that all activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the Company’s policies and procedures.

Key Achievement Areas
1. To lead, manage and coach a diverse team of staff to ensure the effective provision of the housing management service. 
2. To develop, manage and monitor the housing management service to include ASB and  Enforcement, Gypsy and Traveller and Head Start Service. 
3. To assist in reviewing services as required, working towards continuous improvement and exploring innovative approaches to service delivery, eg, Lean. 
4. To keep up-to-date with best practice, legislation and regulation for the effective provision of housing services and disseminate this information to directly managed staff, the wider organisation and stakeholders as appropriate
5. To take responsibility for developing departmental and organisational policies and procedures.
6. To identify, develop and implement training and awareness sessions to staff as a result of legislative or procedural changes..
7. To champion and promote the importance of health and safety to staff and customers 

8. To ensure that all staff are recruited, trained, managed, motivated and developed in accordance with Teign Housing’s values and organisation-wide policies and procedures.

9. To work in a collaborative way with key stakeholders and tenant groups. 

10. To develop, manage and monitor any contracts used to deliver the service, ensuring that Teign Housing’s financial regulations, policies and procedures are adhered to and contract specifications delivered.

11. To contribute to and drive performance through timely and effective data collection, and provide reports and commentary as appropriate 
12. Use performance data to identify trends and develop innovative ways of working and ensure continuous improvement in working practices.
13. To promote healthy relationships with tenants and create opportunities to get tenant feedback via creative means such as activities, social media and community development activities. 

 

14. To ensure the effective operation of all 'out of hours' and emergency procedures including being available to respond to and act upon ‘out of hours’ calls as appropriate.

15. To develop and maintain effective links with external agencies and represent the organisation in a multi-agency environment.
16. To plan, monitor and control expenditure in accordance with the budget, procedures, levels of delegated authority and financial control/audit requirements, taking appropriate action when variances occur.
	No job profile can cover every issue, which may arise within the post at various times, and the jobholder is expected to carry out other duties requested by the Head of Housing from time to time.






Signed:……………………………………………………………………………………….





Date: …………………………………………………………………………………………
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