ENGLISH RURAL HOUSING ASSOCIATION
Job Description 
Job Title: 



Head of Property Services 

Area of operation:


Operational Services 

Hours:



37.5 hours per week

Responsible to:


Chief Executive
Salary:



£47,965
Discretionary Car Allowance
£5,200
Pension entitlement:
Defined Contribution with Social Housing Pension Scheme
Annual leave entitlement:
30 days per annum
PRINCIPAL RESPONSIBILITIES are to:

· Contribute to the development of business and property strategy.

· Deliver agreed business strategy to invest in the Association’s assets through development of a rolling five-year planned, cyclical and reactive investment programme;
· Assist, report and deliver the Association’s property investment plans in-line with agreed budgets;
· Act as senior lead for the property services, working with Repairs and Maintenance Manager to ensure that an effective day-to-day and emergency service is available to all properties;
· Ensure effective arrangements are in place to procure and monitor works, including inspecting completed works and securing good value;
· Advise on and ensure compliance with regulatory, statutory and other requirements as needed, including but not limited to gas servicing, control of asbestos, electrical testing, fire hazards and water safety;
· Oversee or handle relevant complaints effectively and drive high-levels of customer service;

· In conjunction with the Repairs and Maintenance Manager, maintain effective and formal relationships with external consultants and contractors needed to deliver a comprehensive repairs and maintenance service and to ensure high levels of performance;

· Play an active and collaborative role within the Association’s Senior Management Team, contributing to and attending Board and Committee Meetings as required;

· Advise on and support the Association’s facility and property matters in relation to its offices;
· Collaborate closely with and on occasion deputise for the Head of Housing Services to ensure a consistent and unified approach to services delivered to residents;

· Be the primary source of advice on property matters, maintaining a good external overview of the property sector;
· Assist with the implementation of the Business Continuity Plan in the case of emergency;
Line Management:

· Manage the repairs and maintenance staff, including developing and monitoring in conjunction with the Repairs and Maintenance Manager an agreed work programme for staff that supports the Association’s business strategy, achieves agreed performance and secures business improvement. 
· To lead, motivate, develop and support the Property team in-line with the Associations agreed personnel policies. 
General:
· Maintain an accurate suite of policies and procedures that support the delivery of property services and operate at all times in accordance with the Association’s Standing Orders and Financial Regulations;

· Ensure data is processed in accordance with the Association’s procedures and comply with GDPR.
Health and Safety and Equalities:
· Participate in the implementation of the association’s policies and procedures governing health and safety at work, equalities and disabilities and all associated regulatory requirements.
Other:
· Carry out such other duties as may be agreed from time to time with the Chief Executive.
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