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Job Description

	1. POST DETAILS

	Business Centre:
	Housing Services  

	Division:
	Housing

	Post Number:
	

	Working Hours:
	37

	Grade:
	SMA / SMB

	Work Base:
	Civic Centre

	Prepared/Agreed by:
	Maggie Ward 

	Date:
	August 2024



	2. ORGANISATIONAL RELATIONSHIPS


	Reports to:
	Head of Housing Operations 

	Deputising Responsibility:
	none

	Directly Supervises:
	none

	Indirectly Supervises:
	none



	3. JOB PURPOSE

	1. To achieve the delivery of new affordable housing to extend the Council’s Housing Revenue Account stock though development and acquisition.   
2. To develop and support the Council’s relationship with key Registered Providers, private developers, and any Joint Venture/Council sponsored development vehicle established to enhance housing delivery and Affordable Housing choice within the Borough.
3. To assist in ensuring the Council optimises the level of Affordable Housing development achievable within the Borough, seeking out and securing new development opportunities. 

	4. To recommend the acquisition of land and properties e.g. package deal developments, street properties and leased properties within Runnymede in line with the business plan targets.
5. To provide viability assessments, projected spend profiles and business cases for potential acquisitions / developments.
6. To develop the Council’s relationship with Homes England and other partners including private developers, statutory agencies and voluntary organisations to maximise the delivery of Affordable Housing in Runnymede.
7. To act as one of the Council’s experts on Affordable Housing development and to appoint and manage consultants engaged to advise upon and assist with the delivery of the Council’s housing development programme.
8. To be an active and integral part of the Housing Management Team with responsibility for performance management, service improvement and inspirational leadership.


	




	4.  KEY DUTIES AND TASKS 


1. To identify and facilitate Housing Revenue Account new build Affordable Housing projects, with responsibility for scoping, designing, planning, implementing and managing projects through to completion.  Work with appropriate development partners, to achieve the creation of mixed and sustainable communities within the Borough.   
2. To be responsible for the programme management of a range of development projects,  co-ordinating with corporate services including Procurement, Finance, Legal,  Planning and Asset Management & Property Services in the production of Affordable Housing in the borough.
3. To support the Business Development & Policy Manager to secure the maximum Affordable Housing through S.106 negotiations with developers and applicants particularly with regard to commuted sums and nomination agreements. To challenge financial viabilities through use of assessment modelling.
4. To liaise and negotiate with Homes England, private developers, Registered Providers and others to lever in maximum resources.
5. Where Government grant is obtained ensure that the required development information is submitted through IMS or other systems in a timely manner ensuring maximisation of grant and compliance with conditions such as completion dates.
6. To work with other Council service groups and teams to ensure that Council strategies and policies align with and support the priority provision of Affordable Homes. 
7. To commission and evaluate feasibility studies and carry out viability assessments for new housing development schemes. 
8. To undertake the procurement and project management of all necessary services to deliver housing and related projects, including the management of consultants.
9. To provide the housing team with advanced notice of completions within a handover schedule, in order to allow an adequate period of time for the administration of offers and nominations to be arranged in good time.
10. To lead on site assembly by identifying and utilising opportunities to combine Council owned assets to deliver better development outcomes for Runnymede.
11. To identify and negotiate the purchase of privately-owned land and/or properties to improve the potential for development of Council owned land.
12. To identify and negotiate the purchase of any suitable privately constructed new build properties, in order to increase the supply of additional  Affordable Housing. 
13. To liaise with Legal Services to ensure that all appropriate agreements and conveyancing are in place, with regard to any property acquisitions.
14. To co-ordinate the appropriate provision of fittings and fixtures to be provided in new build properties identified for purchase by the Council. 
15. To ensure that Health and Safety requirements are met and that all new build properties acquired by the Council  have the necessary warranties in place and are National House Building Council (NHBC compliant.
16. To be responsible for overseeing the work undertaken by consultants working on behalf of the Council on new build acquisitions, to ensure that the new build properties meet all statutory and Runnymede BC requirements including the Building Safety Act.
17. To provide and monitor information and data relating to local housing markets and local housing needs and to ensure that the priorities set for development schemes adequately reflect this need, including for example size, type, location and tenure mix. 
18. To take a leading role in working with local communities, Members, local voluntary and charitable groups and other stakeholder groups to promote integrated and sustainable Affordable Housing development within the Borough.
19. To represent the Council at joint working groups, countywide forums, public consultation and participation events.
20. To undertake timely customer and community consultation processes. 
21. To ensure Management, Housing Committee, and Council members, receive appropriate and timely reports on all matters relating to HRA development projects and objectives.


General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.
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	Person Specification 
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
None
	


	

	Desirable Qualifications

Member of CIOH,  RICS (or equivalent technical membership)
	
x

	

	

	
	

	
Significant experience working within development and regeneration delivering affordable homes through direct provision or partnership agreements.

Previous experience in a social housing organisation specifically the development of affordable homes, acquisition of land assets, and acquisition of funding streams.

Experience of producing and interrogating viability assessments, budget proposals, affordable housing policies, procedures and strategy documents.

Experience of Performance Monitoring and compliance requirements within a social housing organisation.

Experience of working with senior managers and Members within a changing legislative and economic environment 

Significant experience of producing complex reports, reviewing viability assessments, project managing developer and consultancy support to achieve the efficient delivery of affordable homes

Production of development appraisals

Promotion of equality and diversity in relation to service delivery.
	
x



x



x



x

x


x




x

x

	
x



x



x



x

x


x




x

x
   

	Desirable Working Experience

	
	

	The acquisition of land, development agreements, land transfers and funding agreements 

Producing design and build specifications

Appointing and managing external consultants

Experience of the planning process and the submission of planning applications for residential schemes

Negotiating, agreeing, supervising and monitoring contracts, and developing effective working relationships with suppliers and contractors

Resident engagement

Experience of managing capital budgets effectively in a financially constrained environment.

Experience of collecting, collating and reporting on performance data and other complex information/statistics.

Experience of developing partnerships and operating in liaison with other bodies and agencies.

Practical experience and knowledge of Registered Providers development processes.
	x


x


x



x



x

x



x


x



x
	x


x


x



x



x

x



x


x



x


	Essential Skills/Attributes
	
	

	
	
	

	Excellent communication skills, including highly developed oral and written communication, plus presentational skills.

Able to communicate well with all stakeholders, senior officials and partners at all levels

Diplomacy and liaison skills.

Understanding of key housing, planning and development issues at national and local levels including advanced practical and theoretical knowledge of the planning system, new build development process, building regulations and other relevant legislation

Well-developed IT skills.

Ability to co-ordinate funding bids to help deliver the housing delivery programme.

Ability to contribute to complex operations and projects.

Ability to work both as part of a team and on own initiative.

Good working knowledge and understanding of the principles of performance management and quality standards including value for money and Best Consideration.

Excellent working knowledge of procurement, (OJEU processes, financial regulations and contract standing orders), with regard to planning, tendering, evaluating, selecting and supervising the role of partner organisations and the contribution they can make to affordable housing development and regeneration schemes.

Working knowledge of methods of public consultation and participation.

Ability to put in place appropriate financial controls to ensure capital projects are delivered within set budgets.

Ability to produce high quality reports and viability assessments for members, developers, and senior leadership teams

Ability to assess and summarise complex information and make appropriate recommendations in respect of potential schemes, section 106 agreements and development contracts.

Able to work under pressure and public scrutiny and deliver results to tight deadlines

Word, Excel, and viability model proficient with the ability to create complex spreadsheets and reporting outputs

An understanding of the performance monitoring reports which would be required to ensure good and timely performance across development projects

	x


x

x

x

x




x

x


x

x

x



x





x

x


x


x



x


x

x


x
	x


x

x

x

x




x

x


x

x

x



x





x

x


x


x



x


x

x


x

	Desirable Skills/Attributes
	
	

	
	
	

	Ability to use a variety of IT systems and appraisal software to recommend business and development objectives.

	x

	x


	Essential Personal Qualities

	
	

	Adaptable/flexible

Able to work on own initiative

Able to manage and motivate a team

Organised

Innovative

Excellent interpersonal and communication written and verbal skills

Ability to work collaboratively with both internal and external partners
	x

x

x

x

x

x

x

	x

x

x

x

x

x

x


	Desirable Personal Qualities
	
	

	
A strong commitment to high quality customer service.

Ability to maintain a positive approach in difficult circumstances.

Able to problem solve and find solutions to issues blocking scheme delivery.
	
x

x

x

	
x

x

x


	Special Requirements
	
	

	
	
	

	Able to attend evening meetings as required

	x
	

	Able to drive and provide a car for work 

	x
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