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Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address

         Telephone                                               Fax number

             Number

               

               E-mail

Type of Opportunity

2.  Details of hosting opportunity

      Description of opportunity

	Senior Head of Asset Management – Response Maintenance Transformation

The post holder will oversee, manage and co-ordinate the Association’s Responsive Maintenance delivery, in conjunction with the current Asset Management team working across; Response Maintenance, Planned Works, Contracts, Servicing, Performance and Customer Service. The post holder will assist the Director of Asset Management in the strategic delivery of a quality asset management service to the tenants. They will also work with key stakeholders with Communities/ Housing, Customer Service, and Care.
The Head of Asset Management – Response Maintenance Transformation will provide additional knowledge and support to the current team, providing leadership and line management ensuring a high-quality service is delivered in accordance with the Association’s policies and procedures. They will work with the key stakeholders within Asset Management to ensure service delivery for the tenants and will work with the NEC Project team to ensure the new Housing Management system is designed to the vanilla specification and all Asset Management policies and procedures are updated and rolled out across the team and where appropriate, the wider organisation.



      Main objectives of the opportunity

	1.0    Leadership and Management 

1.1 Provide leadership and line management within the Asset Management team and deliver an excellent tenant focussed service.
1.2 Ensure the team are supported throughout the transformation programme (implementation of system, changes to processes and policies, and Interim Director position imbeds).
1.3 Responsible for the recruitment, selection, induction, management and development of staff.
1.4 Undertake staff appraisals and 1-2-1’s, providing guidance on personal development needs, advising on and initiating learning and development opportunities.

1.5 Monitor staff performance and take appropriate action on grievance and disciplinary matters in compliance with relevant policies and procedures.

1.6 Collate and prepare management information as required for performance and other statutory returns, ensuring the quality and accuracy of information being reported.
1.7 Ensure compliance with all human resource related policies and procedures.
1.8 Interpret and implement changes in legislation relating to the department’s areas of operation and update policies and procedures.

1.9 Action and manage complaints resolving issues and highlighting trends where evident. 
1.10 As a member of the Operational Management Team, participate in wider organisational activities including investigations and discipline hearings, quality initiatives etc., as and when required.

1.11 Deputise for your line manager as requested.

2.0    Business Continuity
2.1 Assist in the establishment of budgets and be responsible for designated budgets and providing forecasts of expenditure.
2.2 Contribute to the Associations Corporate Strategy and work to achieve the Association’s strategic objectives in accordance with the Corporate Plan.

2.3 Contribute to the Asset Management Strategy, Divisional Business Plan and other strategies and initiatives as required. 

2.4 Be responsible for introducing any Efficiency Savings in accordance with the Association’s targets.
2.5 Manage and monitor the performance of suppliers, contractors, consultants, and other delivery partners on a regular basis to ensure regulatory targets are met, quality of workmanship and service is maintained and a “value for money” service is provided.

3.0 Engagement

3.1 Promote and represent the Association and its interests with relevant outside bodies including attendance at meetings, seminars and conferences to seek to extend links with all appropriate bodies.

3.2 Deal with communications with the public including tenants, other professional and voluntary groups, statutory services and elected representatives necessary to the management of the area’s stock.

3.3 Engage with internal stakeholders and customers to ensure a high level of customer service is provided.

3.4 Champion a safe working environment where work practices of staff, contractors and suppliers fully comply with Health and Safety legislation.

4.0 Best Practice

4.1 Ensure policy and work processes comply on all occasions with the current regulatory requirements (e.g. Housing Association guide) and legislation. Ensure staff comply with all policies and procedures.

4.2 Assist in the procurement of technical goods, works and services in accordance with current regulatory requirements.

4.3 Be aware of current best practice and seek to continuously improve the delivery of the Asset Management services to achieve value for money and high quality customer services. 

4.4 Contribute to developing and maintaining Quality Management systems.

5.0    Response Maintenance

5.1 Ensure the response maintenance service is delivered in accordance with the Association’s policies and procedures and develop these further on an on-going basis to ensure that legislation, DfC guidance and good practice are met.

5.2 Support the response maintenance team to manage contractors ensuring that the service delivered is consistent with the requirements of the contract, taking corrective actions as necessary. 

5.3 Through an effective procurement programme ensure that the necessary contracts are available as and when required.

5.4 Oversee the resources within the Asset Team at your disposal to ensure that Emergency and COT works are appropriately prioritised and delivered within the expected timeframes.

5.5 Ensure that KPI and other performance data are accurate and available on a monthly basis to support the effective management of the contracts.

5.6 Oversee the implementation of addressing valuations, variations, disputed invoices, low performance damages, contractual notices and contract disputes for designated response maintenance and associated contracts.
5.7 Support in the Asset design and implementation of the new Housing Management system. Evaluate the processes and policies of the operational systems and procedures to ensure a quality Maintenance Support Service is provided that will meet the needs of the customers.

5.8 Authorise works instructions within designated approval levels and authorise invoices for payment.

5.9 Ensure all paperwork is processed in a timely and effective manner to enable effective performance monitoring.

5.10 Provide technical advice to all members of the Association’s staff and tenants.

5.11 Support in the management of the Associations out of hour’s service, ensuring they are aware of property disposals and additions to our housing stock.
5.12 Contribute to the Associations business continuity plan by being available as required on the availability rota.  
6.0    General

6.1 Undertake activities, where appropriate, representing the Association in a respectful and mutually supportive manner to external groups or the general public.

6.2 To ensure all procurement procedures are fully implemented when purchasing goods and services. To participate in procurement exercises to include completing Project Procurement Plans, Pre-Qualification and Tender Assessments and evaluation panels as and when required

6.3 Conduct all activities in a manner which is safe to yourself and others acting at all times in accordance with the Health and Safety Policy.

6.4 Employees represent the Association and should attend work neat, tidy and clean in appearance which includes their work area/clear desk in line with the Code of Conduct and Health and Safety policy.

6.5 Undertake other delegated duties appropriate to the scope and function of the grade of post including cover duties during periods of absence e.g. sickness, annual leave.

6.6 Promote and ensure compliance with the Association’s statutory Equality Duties.
6.7 Undertake Mandatory Tenant Engagement Training which will ensure a better understanding of tenant participation and its benefits for all Radius customers.  




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	· Level six qualification (e.g. Bachelor's Degree, Graduate diploma) or above in an related discipline such as Quantity Surveying/Construction/ Engineering/Building Studies
AND 
Minimum 5 years’ relevant experience of maintenance and/or construction and project management at a supervisory level plus 5 years' relevant experience 

OR


7 years’ relevant experience (as outlined below)


Relevant experience must include:


Contract management.
            
Experience in social housing context.



Performance monitoring in a client facing role 



Responsibility for designated budgets and providing 


forecasts of expenditure



Procurement of technical works and/or services 

AND

· Experience in managing MTC response maintenance contracts
· Responsibility for the design, development and implementation of Asset Management IT systems.

· Experience in training operational teams

· Policy development and implementation skills
· Experience of constructing business cases, board reports and presentations

· Experience of supervising staff which should include directing/delegating work and dealing with problems including identification and resolution

· IT literate with demonstrable knowledge of Microsoft Office to include excel, working with databases, spreadsheets, setting budgets

· A current full driving licence and access to a suitable form of transport* 


(*where an applicant indicates that a disability prohibits them from 
driving, this criterion will be waived at the shortlisting stage.  In 
such 
circumstances, consideration will be given in any 
subsequent offer of 
appointment to suitable alternative 
arrangements that the candidate may be able to put in place 
that 
would enable them to meet the travel requirements for the post).



4.  Personnel: Please state below

         Who will the individual report to? 

	Director of Asset Management 



         Who will be the individual’s line manager and/or reporting officer?

	Director of Asset Management



5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 

     individual and their organisation. 
	This is a great opportunity for a housing professional experienced in Asset Management to utilise their skills within a similar organisation. The knowledge sharing within Asset Management to learn how another organisation is addressing the challenges in the sector could assist in widening the perspective of their substantive organisation. 



6.  Logistics

     Please provide details of the likely start date, duration, location, form of transport required, resources (i.e.; desk, PC, etc.) and funding arrangements for the opportunity.

	Start Date: ASAP
Duration: 12 months
Location: Belfast and Hollywood
Resources: The salary scale for this Level 9b post is £58,072 - £63,750 per annum
Process: Shortlisting of applications will take place August 2024, those who are successfully shortlisted will be invited to an assessment/interview August 2024. 
Closing Date: Applications must be submitted by 5.00pm on 1st August 2024 to: 

For NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  


For staff from all other Partner organisations: interchangesecretariat@finance-ni.gov.uk 




7.  Endorsement

     Interchange Manager

	S.Patterson


Signed:

	08/07/2024


Date:



Radius Housing Association























Sharon Patterson





Corporate Services





3-7 Redburn Square


Holywood








n/a





0330 123 0888











Sharon.patterson@radiushousing.org








12-month Secondment








PAGE  

