Property Development Manager 

Purpose of job:


· To deliver a property base for the M25 Housing & Support Group.
· To progress the M25 Housing & Support Group to Registered Social landlord status.

· To develop a letting agency in Doncaster 

· To develop a private sector leasing scheme 

Hours: 
37 Hrs per wk, working Monday to Friday 9am-5pm. (some evening and weekend working will be required)
Salary: 

£30,000 
   
  

 + 8% Contributory Pension

The post is temporary is initially expected to last for a period of one year.

Responsible To: 
Director

Responsible For:  (non currently – team size dependent on business growth)
Main duties:

· To be responsible for the purchase of properties for the M25 Housing & Support Group for rent including; 
· Securing funding

· Locating suitable properties 

· Working with solicitors and other professionals to ensure effective purchase
· Inspecting properties

· Agreeing rent and service charge levels with Housing benefit

· Developing tenancy agreements  
· Arranging viewing and lettings

· To be responsible for development of a letting agency

· Attracting private landlords

· Developing a workable model that will attract private sector landlords.
· Developing the business – to the point of financial sustainability  
· To be responsible for developing a private letting scheme
· Attracting property owners

· Developing lease agreements

· Negotiating and agreeing lease agreements 

· Working with our support teams to ensure the properties are managed during the lease period   

· To develop and implement appropriate arrangement for the maintenance of properties. 
· To develop and implement appropriate arrangements for the management of void properties. With the aim of minimising void periods.
· To be responsible for all financial aspects of the services – including

· Budget setting

· Income management & Expenditure management (management accounts)

· Setting up appropriate rent / service charge collection methods

· Setting up effective methods of payment to landlords

· To ensure that the accommodation we provide is of a good quality, safe & secure. 

· To have responsibility for the health and safety of properties and clients including;
· Ensuring properties are inspected on a regular basis

· Gas safety certificates are in place before each letting

· Electrical safety certificates are in place (including for portable appliances in the buildings).
· That all properties are compliant with all applicable fitness and HIMO standards.

· The landlords we deal with are ethical in their work.

· To be responsible for business planning and implementation of the plan.

· To progress the M25 Housing & Support Groups registration as a Registered Social Landlord 

· To manage and monitor the complaints process in line with M25’s policy. 

· To investigate abuse, fraud or malpractice as required reporting your findings and conclusions to the director

· To monitor and implement the quality assurance policy.
· To ensure a quality service is provided, setting in place systems for monitoring and evaluating the quality of services provided, including levels of satisfaction experienced by clients (landlords, owners and tenants). To review and develop services in light of that information, ensuring that they reflect best practice and continual improvement. 

· To monitor performance and ensure targets are met in line with business plan requirements and organisational objectives

· To undertake and develop effective risk assessments and ensure they are acted implemented. 

· To ensure that appropriate records are kept. Ensuring that the appropriate statistics are recorded accurately and that reports in relation to the service are written as required.

· To represent the M25 Housing and Support Group, locally and nationally, in a way which is courteous, professional and in line with the organisational ethos 

· To ensure communication with the service teams is excellent. 
· To promote a positive working culture and maintain professional boundaries at all times
· To deal with emergencies outside office hours when necessary.

· To keep under review Operating Policies and Procedures. Updating and writing policies and procedures when necessary and ensuring they are understood.

· To respond to correspondence as required

· To ensure that excellent Health and Safety practices are followed.
·  To work within the policies laid down by the M25 Housing & Support Group and help develop and establish new ones. 

· To actively contribute to the effective selection and recruitment of new staff members and to oversee the training and induction of new staff into the organisation 
· Carry out appraisals in line with M25’s appraisal scheme and policy.

· Identify any training issues and address these appropriately.

· Draw up training & development programmes for workers. 

· To undertake any additional tasks to assist in the delivery of the services

· To support the Director in the strategic development of the organisation

· To Deputise for the Director 

Signed

Matthew Newman

Director 
Dated:  15.12.11
Job descriptions are a guide to assist you perform your duties effectively they are not and can never be a definitive list of everything you will have to do. 

