Job Description and Person Specification
Job details
Job title: Garage Management Co-ordinator   
Grade:  Target Grade NNCBAND04 NNCSCP08-10  
Reports to: Housing Services Manager 
Responsible for: 1st Class Services 
Directorate and Service area: Adults, Health Partnerships and Housing – Housing Management Services  
Purpose of the job (why the job exists)

Reporting to the Housing Services Manager  the post holder will co-ordinate the letting, management and income collection of garages located in residential areas across North Northamptonshire Council’s housing stock.   

The post holder will offer a first-class customer focussed services including but not limited to void management, income collection, managing repair reports, reletting empty garages, general garage site management, ASB, and enforcing licence conditions.

The post holder will be responsible for approving applications/offers, signing up new customers, stage three Income management processes, void administration and identifying sites could be used for alternative use.

There will be an emphasis on increasing the number of garage licenses occupants and reducing account arrears as well as improving customer relations and increasing satisfaction levels with the garage areas which are located around the homes and communities our customers live in and the services the council provides.   

The post is part of the Housing Services Team, and the post holder will work closely with the Housing assistants and deputise for them in their absence to ensure service continuity.

Principal responsibilities (please make these concise and ideally no more than 8)

1. Role Responsibilities 
The post holder is expected to: 

Ensure a consistent, customer focused service is delivered to all of the councils’ customers by recording contact requests and enquires with accuracy and offering advice and assistance in a timely manner commensurate with the roles purpose.

Applications and Allocations 

The post holder is expected to: 

Work closely with the Housing Assistants and ensure the range of administrative tasks relating to the recording of applications, termination of and starting of new licences are completed in a timely manner.  This will involve regularly reviewing the void numbers, allocations and new termination, ensuring good key management process are in place and undertaking licence signups and identity checks. 

Have the ability to: 
· Create and terminate garage tenancies on the Housing IT system to support the Housing Assistants administrative duties. 
· Update the Housing IT system in relation to garage licensees including name and address changes.
Void management 

The post holder is expected to: 
Work closely with the Housing Estate Caretakers to ensure  garages when void are inspected  and deemed ready to let prior to reletting to ensure accurate records exist of conditions at letting and termination.  
Repair and Maintenance 
The post holder is expected to:
Ensure work orders required to repair and maintain garages are raised including works to get already a garage for reletting which has a waiting applicant.
Raise requests for the Estate Housing Caretakers to undertake basic Repairs and Maintenance functions including gaining access, changing garage locks and lubricating door springs, wires and coils. 
Co-ordinate garage lock changes for evictions and lost key reports and attend on site. 
Work closely with the Property Service team to agree which repair or maintenance need will be delivered by whom.
Be actively involved with the Property Service team in developing a garage sites and developing a proactive and planned maintenance plan for site improvements.
Income Collection 
The post holder is expected to:
Agree and Monitor  short term repayment plans for those financially struggling.
Undertake Stage 3 garage income collection arrears processes which will include serving Notice to Quit and undertaking Evictions.  
Ensure recharges are raise for:
Lost/ stolen keys
Eviction costs
Licensee neglect or abuse 

Process purchase orders and invoices relating to the costs for garage clearance 
Consider, monitor and agree when stop charges and reinstatement charges relating to inability to fully use garages should be agreed.
Garage site inspections 
The post holder is expected to:
Work closely with the Housing Estate Caretakers to improve the appearance of garage sites and undertake a cycle of garage area inspections.
Undertake tasks involved in administrating the activities required for garage and estate inspections, access requests, community walkabouts and inspecting shared spaces on our estates. 
Ensure the prompt removal of fly tipped effects to ensure the area does not become a hot spot of similar activities 
Develop a mechanism/process for undertaking a visual stock condition and occupancy survey 
Ensure abandoned vehicles located on sites or in void garages are removed and or disposed of legally.
Opportunities/ Development/ future use of sites 
The post holder is expected to:
Identity sites with low demand/no demand from applicants which may have a potential for 
· Future social housing development opportunities 
· Additional resident parking opportunities 
· Including small sites which could potentially be a plot for sale for singular housing development 

Community Engagement

The post holder is expected to: 

Assist in Community, Tenant Involvement and Engagement activities and planned walkabouts to note community concerns and take ownership of actions arising from them in relation to garage sites. 


Anti Social Behaviour/ Unacceptable Conduct or Activities 

The post holder is expected to: 

Respond to reports linked to garage sites working closely with the Neighbourhood and ASB Officers to address, reduce or eliminate unwanted behaviours 

Work closely with the Police to identify any criminal activity within garages and provide and monitor key requests from them for empty garage inspections.

The rest looks good 
 


Customer Service 

The post holder is expected to:
Maintaining accurate electronic and paper garage files, customer and case notes, letters and completed forms. 
Ensure prompt responses to garage enquiries, concerns raised, and complaints received via the generic Housing e-mail in-box

Provide office telephone cover for the team and take payments for accounts.


Performance and Service Improvement
The Post holder is expected to: 

Produce, provide, collate a range of performance information and data.  
Complete allocated tasks within acceptable timescales and meet deadlines. 
Be actively involved with the Housing Services Managers in reviewing processes, procedures and policies relating to Garages and those of a cross-cutting nature. 

Team Working and Relationships
The Post holder is expected to: 
 
[bookmark: _Hlk181180322]Work closely with all colleagues and ensure the service area has a strong and effective relationship with other service areas within the organisation. 
Internally:   Housing Management, Finance (Income collection), Sheltered Housing, Service Improvement and Property Service teams, Housing Services Manager, and other colleagues/ managers and teams from across the council.

Externally: contacts at local level will include Police, tenants, leaseholders, residents, applicants, customers, tenant groups/forums.


Key Role Accountabilities 
The Post holder is expected to: 

Deliver 1st class front line services. 

Identify and suggest options or solutions to resolve issues or concerns raised by customer contacts. 

Be responsible for health safety and wellbeing of customers and team members. 

Ensure the “Safeguarding” of all residents in accordance with NNC’s reporting procedures.

Identify, record and follow up any area of financial loss and risk and reputational damage to NNC property, estate or customers.  

Misc Requirements 

Maintain a working knowledge of computer software appropriate to the duties and responsibilities.

Maintain an up-to-date knowledge of best practice in the field of housing and business administration to maximise opportunities for continued service improvement. 

General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).


3. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
 
4. This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder. 

Special features of the post
Mileage claims will apply in relation to the post holders duties and will be paid in accordance with NNC’s Allowances policy 


.
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Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Educated to GCSE level (min 3) including Maths and English 

	Hold or be studying for a relevant housing qualification (CIH Level 2 Diploma or equivalent) 
Membership of CIH. 

	Experience and Knowledge
	Experience working directly with customers in a busy front facing role.in a related Local authority or RSL role 

Understanding of garage site management and its challenges and opportunities 

Experience of working in an office environment.

Experience of income and administrative duties. 

Experience of managing and prioritising own workload. 

	Experience or knowledge of housing management practice and knowledge of housing legislation.

Experience of/understanding relating to the impact of good garage site management and its impact on the communities its aligned with 

Experience of working within a local authority housing department or registered social landlord or a similar role.

	Ability and Skills
	Ability and experience of using Microsoft packages such as Word, Excel, PowerPoint and Outlook in an office environment.

Ability to master and use several computerised software packages simultaneously. 

Excellent IT and keyboard skills. 

Good written and verbal communication skills

Good telephone manner  

Ability to deal with confidential and sensitive information. 

Methodical, accurate and able to work to tight deadlines and prioritise work. 

Customer focused and solution driven.
	

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	

	Additional Factors
	Willing to work outside normal office hours as necessary 
 Full driving licence and access to a vehicle for work  
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