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JOB TITLE: Property and Housing Manager  REPORTS TO: Chief Executive  

 

POSITION LEVEL:  Senior Management Team  

 Organisational Leader, member of the Senior Management Team (SMT), with corporate accountability for the 
achievement of organisational goals. 

 Behavioural role model for all employees. 

 To develop and deliver BCHA’s major, planned, responsive and voids maintenance services, being the technical lead in 
areas of health and safety including Legionella and Asbestos. 

 To ensure that a holistic approach to maintaining the Association’s assets is taken; providing strategic direction, 
developing specifications and ensuring costs and quality are monitored and excellent standards of customer service are 
delivered. 

JOB PURPOSE:  Be responsible for ensuring all of BCHA’s rental income is maximised by ensuring effective rent collection and debt 
management practices are in place across all tenures. 

 Lead and champion customer engagement ensuring we respond to and understand feedback from customers  

 Ensure the financial viability of the organisation’s maintenance and property management responsibilities  

 As an SMT member, the role holder must be aware of and exercise fully their risk, Health & Safety and regulatory 
responsibilities.  The role holder must actively support and promote a culture that embeds risk management, health & 
safety and regulatory compliance.  It is for the organisation to ensure that the individual has the appropriate knowledge 
and experience. 

 As an SMT member, the role holder must understand and maintain a documented set of Housing Management 
processes, ensuring they are efficient, are aligned to core systems and are subject to continual improvement.  They 
must also ensure that data quality is maintained and data is stored in the approved core systems which meet all the 
requirements of the General Data Protection Regulations. 

 As an SMT member, the role holder will adhere to all BCHA’s policies and procedures. 

 To support the rent review process. 

 Monthly reporting of business area KPI’s and responsible for ensure performance is inline with BCHA’s targets.  
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KEY RESULT AREAS MEASURES OF SUCCESS PERSON REQUIREMENTS 

1. Leadership and delivery of all 
housing and property management 
in a timely and cost effective 
manner. 

2. Ensure efficient and effective 
allocation of housing stock ensuring 
void rent loss is kept to a minimum.  

3. Support the Finance Team to 
maximise the collection of income 
from current and former customers. 

4. Provide an efficient and effective 
service to tackle anti-social 
behaviour (ASB). 

5. Promote a thorough understanding 
of welfare benefits, advice, expertise 
and solutions in order to provide 
excellent services to customers and 
lead strategies to minimise risk to 
the organisation from changes to 
benefits policies and regulations. 

6. Develop and maintain strategic 
senior level relationships with key 
partners, including residents groups, 
local authorities, and internal 
customers. 

7. As required, contribute to BCHA’s 
activities where the role holder is 

1. Customer satisfaction scores, 
customer complaints levels and the 
quality and nature of responses. 

2. The performance of the Housing 
segment of the business, as 
measured through KPI’s. 

3. Allocations process management, void 
performance, asset utilisation and 
income generation meets performance 
targets. 

4. Rental management processes are 
timely and effective and arrears 
targets are maintained within our peer 
benchmark. 

5. Annual budget targets delivered. 

6. BCHA’s strategies for responding to 
universal credit protect the business 
and customers. 

7. Strong relationships sustained with 
senior colleagues and key external 
stakeholders and partners. 

8. All cyclical works, including statutory 
checks required by Landlords, are 
instructed, completed on time and 
clearly documented. 

9. BCHA achieve a ‘best value’ repairs, 
voids and planned works service that 

Skills 

1. Demonstrate excellent senior leadership and 
management skills within: 

 Housing management  

 Asset management  

 Stock management 

 Budget management  

 Risk management  

 Health and Safety management. 

2. Demonstrate leadership and first class people 
and organisational skills – must be able to win 
support for ideas internally and externally. 

3. Advanced MS Word, Excel, Outlook (E). 

4. Excellent Written business communications 
(E). 

5. Strong communication & presentation skills 
(both verbal and written) (E). 

6. Strong record keeping skills (E ). 

7. Housing Management System (Pyramid) (D). 

 

Knowledge/Experience 

1. Demonstrate strategic and innovative vision – 
evidence where this has been used to ‘add 
values’ and / or create valuable change. 

2. Indepth knowledge of Property maintenance. 
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able to offer specific skills, 
experience or capacity in support of 
the commercial objectives of the 
organisation.  

8. Examine available statistical data to 
identify trends and work with the 
CEO to develop short-term and 30 
year budgets and programmes in 
order to protect the integrity of 
BCHA’s stock. 

9. Ensure compliance with all 
legislative and best practice health 
and safety programmes and prepare 
monthly reports on all agreed key 
performance indicators to show 
progress in each area.  

10. Contribute towards the development 
of policies, procedures and initiatives 
ensuring these are developed and 
presented in a consistent standard. 

11. Represent BCHA throughout any 
court process relating to Tenancy 
Management.  

12. To manage BCHA’s contractors to 
ensure value for money.  

13. As a member of SMT support in HR 
process as and when required 
(Disciplinaries, greviences etc). 

is delivered within annual budget 
constraints but also to ensure the long 
term effective management of BCHA’s 
asset. 

10. 1:1 meetings, performance reviews 
and appraisals are carried out in 
accordance with company policy, for 
all staff reporting to the role. 

3. Knowledge of tenancy management in social 
housing. 

 

Attributes 

1. Demonstrate a strong knowledge of housing 
and property management policies, health 
and safety legislation, government policies 
and be up-to-date with relevant legislation. 

2. Demonstrate that you are a self–motivated, 
self-starter and able to work collaboratively. 

3. Demonstrate excellent negotiation, 
communication and presentation skills at 
senior levels internally & externally. 

4. Demonstrate ability to build and sustain 
excellent relationships at all levels. 

 

Qualifications 

1. Degree level education or equivalent (depth of 
relevant experience and / or another similar 
qualification) and able to demonstrate a 
commitment to CPD and learning throughout 
their career to date (E). 

2. Level 5 or equivalent qualification in Property 
Maintenance (or other technical area) (D). 
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Special Requirements: There may be occasions when the role holder will need to travel on BCHA business and will therefore need the 
use of a car, hold a valid driving licence and insurance for business purposes 

Role Profiles are a snapshot of requirements at the time of writing; content may change from time to time to ensure that roles 
continue to meet the changing needs of the business. 

 

Employee confirmation  

Signed  Print 
name 

 Date  

 

CEO confirmation  

Signed  Print 
name 

 Date  

 


