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JOB PROFILE 

	Job Title
	Sheltered Estate Management Officer 

	Grade
	Level 3 Zone 1

	Directorate 
	Supporting Communities

	Division
	Housing Management/Sheltered Housing

	Reports to
	 Sheltered Tenancy Manager


	Job Purpose

	To operate as an housing officer within the Sheltered Housing Team providing extensive estate management services to Council tenants with specific responsibility for a defined patch of Council properties including a repairs budget for the patch.

At all times ensuring that services are provided in accordance with the Council’s priorities, policies and procedures and in the effective and efficient manner required in a contracting environment.

Maintain and assist in analysing records of Sheltered Housing performance.

Sampling Estate Officer work to check quality and compliance with procedures.

Fill in for the Sheltered Estate Management Team as necessary.


	Main Duties and Responsibilities

	Patch Responsibility 

Responsible for a defined patch of Council properties carrying out all property management and estate management functions; making decisions within the limits of delegated authority

	Team Responsibility 

To fully participate in duty arrangements within the Team in order to ensure proper accessibility to services for tenants; to provide mutual cover and support for priority tasks, including visits and decision making as set out above; to participate in the training of team colleagues as required

	Financial Responsibility 

Maintain suitable records of the defined patch performance and produce appropriate analysis in order to work with the Sheltered Tenancy Manager in identifying trends and the need for corrective action; providing Area Team returns to the officers concerned.

	Repairs and Voids 

Management of the of a repairs budget for the patch including ordering, monitoring of works and checking payment requests in order to obtain value for money. Also to monitor commitments and payments processed ensuring all financial commitments made by the postholder for the patch are properly entered and carrying out corrective action where necessary.

	Liaison 

Establish and maintain good lines of communication within the Team, the District, the Council as a whole and with outside agencies concerning matters relating to the patch managed. Also to support the Sheltered Service Team (wardens) through advice, training and coaching in dealing with all types of housing management related issues.    

	Tenants Link 

Ensure tenants, individually or collectively, are kept properly informed and consulted on matters affecting their homes, e.g. through Tenant Forum and Surgeries and assist in the promotion and development of tenant participation in Housing Management.  Attend meetings out of office hours as required. 

	Landlord Functions

Be effective and efficient in the provision of comprehensive landlord functions. Giving general advice and assistance to Council Tenants

	Performance
Meet individual Customer Care Targets.  Ensure a prompt, courteous and helpful response

when dealing with queries from, or initiating contact with, service users, their representatives

or outside agencies.  Meet corporate targets for tenancy management and to contribute to 

team target attainment.

	Anti Social Behaviour   

Take appropriate action to combat and preventing all forms of anti social behaviour including making referrals to inclusion initiatives.  Liaise as appropriate with the Police and other agencies. To give evidence in Court as required.

	Note: All Camden employees are expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties appropriate to the grade 


	Position in Organisation/Organisation Chart

	Post reports to the Sheltered Tenancy Services Manager.


	Work Environment 

	· Work is subject to interruption to the programme of tasks but not involving any significant change to the programme.

· Work is normally performed in a heated, lit and ventilated indoor environment; may be exposed only to occasional noise or adverse outside conditions.

· Work requires normal physical effort

· Postholders are expected to attend meetings outside normal office hours and at tenants' halls and other locations as required.

The job holder will have regular contact with the areas below:

Other members of the Team, including Repairs Officer, other Estate Officers, Team Surveyor. 

Other staff in the Sheltered Services and Outreach Teams. 

Other members of the Promoting Independence Group
Other sections of the HASC Directorate. Including Caretaking staffs and other staff in the District Offices.
Other Departments of the Council, including, Housing Benefits, Welfare Rights, Legal Division and Environment. 

Tenants, tenant representatives and members of the public.

Councillors and Members of Parliament.

 Outside agencies including Tenants' Associations, Citizen's Advice   Bureaux, Police,

Solicitors, Law Centres and Community groups.


	Work Dimensions

	The Postholder is expected to attend meetings outside normal office hours and at tenants' halls and other locations as required.  
Postholder are appointed to the designation and not to a particular venue and may therefore be required to carry out their duties in any of the Department's offices as directed.

	Knowledge, Qualifications, Skills and Experience

	Qualifications.

	Essential:

· Good level of proficiency in a wide range of Microsoft IT packages, in particular Excel, Word and Outlook
	Desirable:

· Housing or equivalent qualification or experience of working in housing



	Knowledge:

	Essential:

· An awareness of social housing issues, in particular the concerns of older people living in an inner city environment.

· Commitment to the promotion of independence of older people living the community. 

· An understanding of the particular difficulties faced by those with mental or physical health problems and an ability to work closely with other agencies to address them. 

	Desirable:

· 

	Skills and Behaviours: 

	Essential: 

Camden’s Behaviour’s Framework: 

Core Behaviours – Level 2: (These should from the main focus for recruitment, Performance Development measurement and personal development for this post:

· Adaptability

· Customer Service

· Driving Improvement

· Working Together

Additional Behaviours – Level 2
· Analysis and judgement

	Desirable:

  

	Essential:

( An understanding of “customer care”, commitment to providing an excellent service and an understanding of why this is important.

( A willingness to work as a part of a team and an understanding of how the service benefits from teamwork approach.

( An ability to work effectively in a pressurised environment and to organise work to ensure targets are met and priorities achieved.

( Ability to respond sensitively to service users specific needs within financial and other constraints to service provision. 

( Ability to liaise effectively with people both internal and external to the Council including tenants, their advocates and other professional staff.

( Ability to partake in quality assurance processes including monitoring and providing statistical information for commissioners. 

( A commitment to tackling anti-social behaviour and an understanding of the issues for both victims and perpetrators.  
( Ability to promote and implement the Council’s Equality Policy in all aspects of the work in terms of delivering services to vulnerable, disadvantaged and older people in the community and how such policy is relevant to the job of an Estate Officer. 

( An awareness of an employees and service providers responsibility for health and safety matters.

( Those appointed must comply with
the Council’s tobacco policy.
	Desirable:

· Proficiency in using computer packages such as MS Excel, Word and Outlook



	Relevant Experience: 

	Essential: 

An understanding of the importance of maximising rent collection and how this might be achieved.

Ability to specify void works to bring properties up to standard for re-letting. 
Ability to assist with the day to day repairs and maintenance of sheltered properties and common areas of estates.
	Desirable:

  


Note: All Camden employees are expected to be flexible in undertaking duties and responsibilities attached to their posts and may be asked in perform other duties, which reasonably correspond to the general character of their post and their level of responsibility.

PAGE  
1

