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JOB DESCRIPTION: HOUSING MANAGER
Responsible to:
     Abigail Housing Board of Directors
Responsible for:
     Abigail Housing Staff and our Refugee Project
Salary:
     SCP 31-34:  £27,688 - £30,153 plus 5% pension contribution. The worker 
                                     will be able to claim travel costs at the Local Authority casual car users' or 
                                     cyclists'   rate.
Hours:
    37 per week. The post may involve occasional evening and weekend-

                                     working to facilitate meetings, publicity and client support. In such cases 
                                     time off in lieu is to be taken.
Holidays:

     25 days plus statutory holidays
Primary work base:    Abigail Housing’s Leeds office
Background to the post

Abigail Housing provides accommodation and support to people made homeless at the end of the asylum process. This includes failed asylum seekers who cannot return safely to their country of origin (our Bradford Project) and refugees (our Leeds Project) who have recently been granted leave to remain.
Purpose of Job

· To have oversight of and be involved in the day to day running of the Refugee Project

· Working with the Board of Directors, to be responsible for the development and management of Abigail Housing, ensuring that the organisation maintains high quality services that serve the needs of refugees and asylum seekers in both Leeds and Bradford.  
· To have operational management of the Refugee Housing Support Worker and relief staff.
· To be responsible for financial management and reporting 

Duties
Day to day management and oversight of the Refugee Project, ensuring all regular tasks are completed in an efficient and effective manner to enable the continued smooth running of the service and to meet the needs of residents. This will include:

· Managing the hostel and private lettings accommodation in Leeds 

· Processing referrals and finding suitable residents for houses in a timely manner
· Supporting residents with access to benefits, health care, training and employment opportunities
· Providing other integration support to residents including signposting to other services, as required

· Supporting and encouraging residents with move-on to ensure that the project continues to be able to accept new referrals

· Managing payments to landlords including via direct payments and Housing Benefits

· Managing the relationship with landlords, handing back and sourcing new properties as necessary

· Maintaining accurate and comprehensive records of work with residents, outcomes and other data to enable reporting and applications to funders

Development
1. Working with the Board of Directors, to contribute to the development and implementation of Abigail Housing’s strategy, including financial planning and priority setting. 

2. To engage and build relationships with other similar organisations in Leeds and within the NACCOM network (http://naccom.org.uk/); to attend relevant meetings and events to gather knowledge of the sector and to inform strategy, planning and development. 

3. Working with the Destitution Project Coordinator, to develop and maintain relationships with
existing and potential funders, donors, supporters and other stakeholders.
4. To be responsible for the promotion and marketing of Abigail Housing and its services
5. To ensure compliance with requirements for Local Housing Allowance and, as far as is possible, ongoing eligibility for receipt of LHA-exempt rents / any arrangements which may replace these.

Management
6. To manage the Refugee Housing Support Worker and relief staff and ensure that regular performance reviews take place

7. To ensure that regular Abigail Housing staff team meetings take place

8. To promote Abigail Housing’s policies and procedures amongst staff and relief staff
9. To ensure the effective management of the Abigail Housing budget and finances, including liaison with the auditor in preparing annual accounts.

10. To report to the Board of Directors and the Refugee Subgroup, and to provide reports to these groups, funders and others as required. 
11. To ensure that Abigail Housing’s reporting obligations to the Charity Commission and Companies House are complied with
Accountability and Training

12. To carry out all duties and responsibilities in line with Abigail Housing policies and procedures, particularly those relating to Equal opportunities, Health and Safety, Safeguarding and Data Protection
13. To undertake training and other development activity in line with organisational and personal development needs.  

14. To undertake any other duties as agreed with the Board of Directors.  

This is not a final and complete statement of the duties attached to the post, which may be amended from time to time after consultation with the post holder and in relation to individual appraisal to meet the changing needs of the service.

EQUAL OPPORTUNITIES STATEMENT

AH is actively opposed to all forms of discrimination on the grounds of age, gender, ethnic origin, nationality, political belief, religion, marital status, domestic circumstance, immigration status, sexual orientation, physical or mental ability, trade union activity, health


