Housing Manager
Salary: £40,000 – £45,000
Hours: Full-time, 37.5 hours per week
Location: Office/Home working
Reporting To: Head of Finance and Chief Executive Officer
Job Purpose
The Housing Manager will oversee the effective day-to-day management of the charity’s housing portfolio, ensuring homes are safe, compliant, well maintained and managed in a way that reflects the needs of the autistic adults we support.
The role will cover tenancy and lease management, property compliance, repairs and maintenance, Housing Benefit and exempt accommodation, housing policies and procedures, and support for housing development and improvement projects.
The Housing Manager will also manage and support the housing team, providing clear leadership, supervision and development, while ensuring the organisation remains up to date with housing legislation, regulation and best practice.
Key Responsibilities
Housing Management
· Oversee the day-to-day management of the housing portfolio and tenancy lifecycle.
· Ensure effective management of allocations, sign-ups, tenancy sustainment, rent management, enforcement and tenancy termination.
· Provide advice on complex tenancy and housing matters, including possession proceedings and statutory notices.
· Ensure leases, tenancy agreements and housing policies are appropriately managed and regularly reviewed.
· Maintain positive relationships with residents, landlords, local authorities, commissioners and other stakeholders.
Housing, Property & Compliance
· Keep up to date with current and emerging housing legislation, regulation and landlord responsibilities, including Awaab’s Law, Renters’ Rights legislation and other relevant housing reforms.
· Ensure housing policies, procedures and practices reflect current legal and regulatory requirements.
· Oversee property compliance, repairs, voids, planned maintenance and property standards.
· Ensure statutory requirements are met, including gas safety, EICRs, fire safety, Legionella and other relevant property compliance.
· Monitor contractors and ensure repairs and works are completed appropriately, within agreed timescales and budgets.
· Maintain accurate housing, property and compliance records and ensure appropriate evidence is available for audits and inspections.
· Identify housing and property risks, ensure appropriate action is taken and escalate significant issues to senior management.
· Provide regular information on housing performance, compliance and risks to the Chief Executive and management team.
· Contribute to the review and development of housing policies, procedures and risk management arrangements.
Exempt Accommodation & Housing Benefit
· Oversee Housing Benefit, Council Tax and exempt accommodation matters.
· Ensure appropriate evidence is maintained for intensive housing management and exempt accommodation.
· Liaise with Housing Benefit teams, local authorities and other relevant agencies.
· Monitor housing and service charges and identify and manage associated risks.
Housing Development
· Support the development and improvement of the organisation’s housing portfolio.
· Identify and assess opportunities to acquire, lease or improve properties.
· Provide housing input into property acquisitions, refurbishments and development projects.
· Work with external professionals, landlords and contractors to support successful projects.
· Ensure new or improved properties meet residents’ needs and relevant legal, safety and operational requirements.


Staff Management & Leadership
· Line manage and support housing staff, providing clear objectives, supervision and performance management.
· Identify training and development needs and support staff to develop their skills and knowledge.
· Promote a positive, supportive and accountable team culture.
· Ensure staff understand and follow housing policies, procedures and legal requirements.
· Provide guidance and support to staff dealing with complex housing or resident matters.
Person Specification
Qualifications
Essential
· CIH Level 4 qualification or equivalent, or a willingness to undertake the qualification and achieve it by 2030.
· Commitment to ongoing professional development and keeping up to date with housing legislation and best practice.
Desirable
· Relevant qualification or experience in property, compliance, asset management or a related area.
Experience & Knowledge
Essential
· Experience of housing management within a charity, housing association, local authority or similar organisation.
· Good knowledge of tenancy management, landlord responsibilities and housing legislation.
· Current understanding of housing compliance and legislation, including Awaab’s Law, Renters’ Rights legislation and other relevant housing reforms.
· Experience of property compliance, repairs and contractor management.
· Understanding of Housing Benefit and exempt accommodation.
· Experience of managing, supervising or supporting staff.
· Experience of working with local authorities, landlords, contractors and other external stakeholders.
· Ability to interpret legislation and apply it effectively in practice.
· Experience of supported, specialist or exempt accommodation.
· Experience of property acquisition, refurbishment or development.
· Experience of Housing Benefit reviews or appeals.
Skills & Attributes
· Strong knowledge of housing management, legislation and compliance.
· Good people-management and leadership skills.
· Organised, practical and able to manage competing priorities.
· Strong communication and relationship-building skills.
· Good problem-solving and decision-making skills.
· High attention to detail, particularly around compliance and record keeping.
· Ability to work collaboratively with residents, colleagues and external partners.
· Empathetic, person-centred approach and a genuine commitment to supporting autistic adults.
· Professional, approachable and able to maintain appropriate boundaries.
· Commitment to continuous improvement and learning.

