COTTINGTON CLOSE RMO / ESTATE DIRECTOR  
________________________________________________________________ 
JOB TITLE 
ESTATE DIRECTOR 
REPORTING TO   
 
 
THE CHAIR OF THE BOARD 
RESPONSIBLE FOR 
 
 
7 STAFF MEMBERS 
HOURS PER WEEK 
 
 
FULL TIME / 35 hours per week 
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A. PURPOSE 
To lead the operational and strategic management of the service covering tenancy services, repairs, cleaning, grounds maintenance and other estate services.  
To ensure the proper governance of the organisation and to lead in a manner that supports and guides the organisation’s mission as defined by the Board of Management.
To manage a small team of seven staff to deliver customer service excellence and inspire them to provide a brilliant customer experience. 
To oversee the day to day financial management of the RMO, including rent collection and arrears control.    
To develop and maintain effective working relationships with Board members, residents and colleagues and work with council officers and other relevant agencies and professionals where required. 
B. MAIN RESPONSIBILITES 
Service Delivery 
1. Oversee the provision of an effective and friendly customer facing service to residents. 
2. Ensure an effective, efficient tenancy management service, including income maximisation, arrears recovery, dealing with anti-social behaviour and responding to feedback and complaints. 
3. Ensure leaseholders comply with their lease and service charge accounts are up to date.  
Repairs and grounds maintenance 
4. Undertake regular estate inspections with the Estate Supervisor. 
5. Work with the Estate Supervisor to identify and record major works items and submit bids to Lambeth Council for the Capital Works Programme 
6. Ensure appropriate surveys of the blocks are undertaken and buildings meet required safety standards and building regulations. 
7. Ensure detailed records are kept of resident satisfaction, cost and type of repairs. 
8. Oversee caretaker rotas to ensure maximum effectiveness. 
9. Ensure that an effective and reliable Out of Hours service is provided. 
Financial Management 
10. Oversee the day to day management of the RMO finances, working with the Treasurer and Board to exercise strong financial control. 
11. Work with the accountant to ensure the preparation of budgets and quarterly finance reports for the RMO Board and Finance Subcommittee. 
12. Work with the Estate Supervisor to identify items to be re-charged to leaseholders in the annual service charge and/or for the S125 Notice. 
13. Oversee inputting of data on Northgate, Sage or Excel and provide information to accountant as and when required. 
14. Negotiate Management & Maintenance allowances with the Council and ensure the timely and accurate processing of allowances. 
15. Complete a monthly payroll report for approval by the Finance Subcommittee. 
16. Manage employee pension scheme enquiries. 
Governance 
17. Work with the Board to fulfil the organisation’s mission.

18. To communicate effectively with the Board and provide, in a timely and accurate manner, all information necessary for the Board to function properly and to make informed decisions.

19. Ensure effective communication with the Chair and Board members.

Management

20. Prepare procurement information / documents for Board decision and manage and monitor contractors. 
21. Ensure the effective and efficient running of the office, including a friendly and reliable reception service. 
22. To be responsible for timely and accurate research, preparation, analysis and submission of data and the maintenance of appropriate office filing systems, data bases and backup systems. 
23. Respond to complaints, members’ enquiries and problems of service delivery and ensure all correspondence is replied to within target timescales. 
24. Ensure compliance with the Management Agreement and RMO rules.  
25. Undertake analysis and produce clear and specific reports for the Board and sub committees providing appropriate information for decision making.  
26. Complete quarterly KPIs and submit to the council and the Board. 
27. Make proposals to the Board to amend and update policy and procedures as required. 
28. Organise and facilitate meetings of the Board and sub committees, as and when required. 
29. Ensure effective procurement of contractors and professional services, as and when required or directed by the Board.  
30. Work within the guidelines of all RMO policies and procedures, including Health and Safety, taking responsibility for your own health and safety, the staff you manage and visitors. 
Staff Management 
31. Manage, support and motivate employees within the staff team, ensuring they are trained in the performance of their duties. 
32. Conduct regular one to ones with team members to ensure they are aware of their objectives and targets and that their performance against those targets is managed and action taken where targets are not met. 
33. Undertake an annual appraisal of team members’ performance, review job descriptions and draft an annual, costed development plan for each staff employee to be agreed with the HR Subcommittee. 
General  
34. Ensure the effective monitoring of all services and appropriate record keeping. 
35. Build effective working relationships with Lambeth’s monitoring and audit teams, other council departments, contractors and councillors.  
36. Ensure high quality publicity material, website content, newsletters, flyers and notices of meetings, are provided. 
37. Comply with all CCRMO policies and procedures and update as and when required. 
38. To be the named organisational lead officer for Health and Safety, Data Protection and emergency planning and response.

39. To be the named lead in the estate Emergency and Business Continuity Plan.
EQUAL OPPORTUNITIES AND DIVERSITY 
All staff are expected to welcome diversity and be committed to equal opportunities and to demonstrate and uphold the values, policies and practices of CCRMO in their day to day work. 
WORKING HOURS 
There is a requirement to attend evening meetings as and when required and some occasional weekend events, for which time off in lieu will be given. 
GENERAL 
No job description can cover every issue which may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are consistent with those in this document. 
ESTATE DIRECTOR – PERSON SPECIFICATION 
Qualifications and Education 
Degree level education or equivalent through relevant training and experience  
Holds a relevant professional qualification e.g. CIH is desirable 
Skills and Knowledge 
Demonstrable knowledge of social housing management and legislation. 
Demonstrable knowledge of property maintenance and relevant health and safety legislation. 
Knowledge of contractors and procurement methods in respect of property and maintenance. 
Excellent leadership and people management skills at a senior level. 
Excellent analytical skills in order to consider difficulties and find solutions. 
High level of oral and written skills in order to produce and present reports, policies and procedures to the Board, staff and key stakeholders. 
Excellent communication and negotiation skills in order to build effective relationships with staff and Board 
High level of information Technology skills including using data bases and spreadsheets. 
Good knowledge of how to apply and manage Data Protection and Health and Safety regulations as an employer and within the housing management framework.

Experience 
Significant experience at management level. 
Experience of working with Boards and Committees. 
Experience of contributing to preparation of business plans, budgets, strategies and policies in the field of social housing. 
Experience of providing an excellent customer focused service.  
Experience of using community/resident consultation and involvement strategies to ensure that services meet the needs and expectations of local residents.
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