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	Role Title
	Voids, Litigation and Formal Enquiry Manager 

	Reports to:
	Head of Building Works

	Job Family
	Resident Services 

	Competency Level
	Principal Officer

	Pay Range / Scale
	P04

	Purpose
To ensure that the voids process is followed to ensure that void units are return to lettable standards within the required timescales.

Coordinate the whole Void process from Void to Relet stages

To ensure that all disrepair and insurance claims are dealt with to required deadlines and the impact of these on business is mitigated wherever possible.

To ensure that all surveys required by the homeownership team in relation to sales and resales are dealt with in a timely fashion

Ensure that Formal Enquiries including Members enquiries, FOI, formal complaints are managed in accordance with relevant Target and quality standards  

.  



	Generic Accountabilities
	End Results/ Outcomes

	Manage a range of maintenance services including Voids , Disrepair , RTB and Formal enquiries 

Provide advice regarding the Council’s stock condition with a focus on works to void stock and make recommendations based on up to date knowledge and analysis / evaluation of information.
Manage formal enquiries  within the Housing Assets service.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the Housing/Stock Asset management works relating to Void works.

Stock condition works are managed through to a satisfactory conclusion  ensuring compliance with Building Safety/, Housing  statutory requirements and TPC contractual requirements of Principle Contractors.
Risk to the Council ,and its stakeholders are minimised VFM is maximised
Responds to a range if Stakeholder needs 


	Contribute to the development of service plans and the Housing Strategy , the Housing Asset Management Strategy to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Stakeholder needs are identified.

Voids/Disrepair  Services meet TPC Contractual, legislative and policy requirements.

	Research developments in Assets Managments  services  area. 
Collate process and analyse information / data, inputting  and interfacing with the Stock data base .

Translate outputs into advisory reports / documents / formal responses as appropriate. 
	Relevant stock information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised and inform Stakeholder needs 
Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Support the development, implementation, maintenance and management of systems, policies, procedures and / or standards within the area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Stakeholders  receive prompt, accurate policy / procedural updates and responses 
Compliance with MHCLG Regulatory Standards 


	Work closely with others to support/manage the development and delivery of improvements in processes and procedures in the area iof responsibility 
	Identifies gaps in service provision/highlight policy issues focussing on Housing Asset Management -Voids, Disrepair, RTB and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities, Building Regulations  and Government guidance , anticipated changes in legislation.

	Prepare and present a full range of reports (both standard and non-standard) covering Housing Stock condition surveys/Asset Management good practise .
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Lead on evaluating  the Contract compliance of Voids projects and works  as required and in accordance with Principle Contractor  TPC requirements .
	Voids and Disrepair  works are delivered to agreed specification, timescales and budgets in accordance with TPC contract management  compliance relating to the Morgan Sindall Contract and others as required,Safe Systems of work   all Building and Health and Safety requirements and Resident Engagement requirements 
Change initiatives are successfully integrated and implemented across all impacted service areas in accordance with the MS TPC contract requirements and Service Plan targets
Value for money is maximised.



	Work in Matrix management  with and support colleagues through the Assets Division and other Housing Services .
	Council Policy,  Housing Strategy,Assets and other Service plans are delivered 
Resident services are maximized 

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All Statutory requirements, Specifications ,policies and procedures are complied with.


	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.
Ensures compliance with Building  Safety regulatory requirements.

	Job Specific Accountabilities:

	
	

	· To direct and manage all routine and planned maintenance in regard to voids, major works to empty properties conversions and extensions for larger family dwellings.

· In collaboration with Officers in the Housing service ensure all void/empty properties are identified, specified and repairs undertaken to a high standard in accordance with TPC contractual standards and the PPV model.  
· Ensuring that the Voids  KPIs are achieved. 

· To oversee  team members  to ensure the delivery of a high quality service within a range of repair and maintenance related projects. 

· To monitor the progress of each individual void property ensuring the target turn round time is achieved. Preparing management reports weekly and monthly for Senior Management

· To provide technical reports on the condition of expensive voids and ensure that where appropriate insurance claims are pursued to bring the property back into use.

· To insure the voids disposal process is properly followed and prepare reports for Stock Investment Board where disposal is recommended.

· To ensure all void/empty properties are identified, recorded ensuring void status, target dates are entered on void data base. 

. 

· Regularly review the team's policies and procedures for voids, disrepair and insurance claims in line with best practise, changes in regulation and legislation,  audit recommendations., Refer significant policy changes to relevant organisation for approval.

· Carry out a condition survey, dilapidation or specific survey to provide information for stock condition/ asset management system.

· Interpret statutory notice/ brief, appraise and evaluate repairs, adaptations and improvement works necessary

· Maintain working knowledge of current Right to Buy legislation including provision of relevant information to client for issue of Scope of Works, Section 20 Notice and invoices for recharging purpose. 

· To deal with enquiries generated within specific time scales including complaints, FOIs , Solicitors  and members enquiries in accordance with current procedures, and to monitor and ensure such targets are met

· To determine where the cost of work should be recharged and to ensure rechargeable costs can be identified and reclaimed.

· To attend court as required and to give evidence on behalf of the Council  concerning related service issues.

· Work in collaboration with stakeholders  to resolve problems and identify changes to improve customer service/satisfaction, Stock condition, Building safety and value for money.

· To liaise and advise service users, Council staff and outside agencies on any service carried out within the maintenance section.

· To carry out any other duties as required, commensurate with the Job grade and accountabilities


	    Outcomes relating to all Job specific accountabilities    

    include the following;
Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the Housing/Stock Asset management area of responsibility.

Voids works are carried out in accordance with PPV  requirements, VFM is maximised, Voids are turned around in agreed KPIs thus minimising rent loss.
       Compliance with Landlord and Tenants  Act, Fitness   

        for Human Habitation Act ,is maintained, Disrepair is 
        minimised 
        Ensures compliance with Building  Safety regulatory    

        requirements. 
Value for money is balanced against Building Safety compliance and maximized
Formal enquiries are managed to quality and time targets 

       

	
	

	
	


	Nature of Contacts 

Typically involves Heads of Service, and Senior Managers across the authority, Contractors,  external agencies and organisations providing advice regarding Stock condition
Will involve direct contact with members of the public.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.



	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Has regard to the requirements of Service plans, Housing Asset Management Strategy, TPC contractual requirements, MHCLG Consolidated Guidance , Statutory Building/Health and Safety requirements. Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures, TPC contractual requirements , Building /Health and safety requirements.
Occasionally the post will be expected to work from other locations



	Key Facts and Figures
The Council’s stock is over 12, 000 homes

The Housing Asset Management budget is over £20m p/a 


	Resourcing
Budget Responsibilities: contributes toward managing the Housing Asset budget 
Supervisory Responsibilities:  Nil direct-matric management other staff within the Housing Assets Division.

	Knowledge, Skills and Experience 
· Experience of delivering Services within a Housing Maintenance Service  relating to the relevant service area
· Experience of administering partnering contracts. 

· Experience of building surveying in residential environ ment

· Experience of Stock Condition Surveys

Technical

· Knowledge of Housing legislation and regulations with particular reference to repairs, voids management maintenance
. 
· Applying Health & Safety, Customer Care and Communications policies appropriately

· IT literate, particularly with Microsoft Office, Word, Excel.

· Good report writing and customer response skills 


	Indicative Qualifications
Relevant Building related  qualification NVQ, ONC or can demonstrate equivalent professional experience. 

Evidence of continuing professional development

Relevant Building qualification, NVQ, ONC, Degree or equivalent or vocational qualification in relevant subject or area

Evidence of Continuous Professional Development

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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