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Job Description and Person Specification Profile

	Job Title:  
	Assistant Team Manager - Allocations

	Job ID
	

	Service:  
	Housing Advice

	Grade:   
	

	Reporting to:  
	Housing Advice Manager



	The Role

	This role will be responsible for the oversight and implementation of the new Choice based lettings scheme and common allocations process including right sizing and an accessibility register.
The post holder will also be responsible for supporting the Housing Advice Managers to manage the service on a daily basis.  To provide direct line management to a number of staff and be the first point of contact for day-today enquiries.  To oversee a number of projects and give guidance to staff on projects and caseloads.  A key part of the role will be to manage operational aspects of a busy service.  
To carry out effective partnership working with customers, staff and external partners.  Housing Advice Team Leaders will spend much of their time based in one aspect of the service; however, you will be expected to work across the breadth of housing related activities.

 Main Duties and Responsibilities include:
· To manage the migration to a common allocations scheme in Tameside
· To develop nomination agreements, local lettings policies and other related allocation policies.
· To provide Housing Advice Managers with the overall day-to-day management of the allocations service, its projects and to deputise as appropriate. 

· To manage and lead staff and ensure they are supported through regular one to ones, identifying training and development needs as appropriate including any HR processes.

· To support the management and compliance of Health and Safety within the service.

· To ensure that all customers. Service users and partners are provided with a high quality service.

· To support Housing Advice Managers in KPI collection, monitoring and ensuring the service meets target.

· To produce accurate reports and data at specific intervals.

· To support Housing Advice Managers to develop and maintain links with a range of stakeholders. 

· To support Housing Advice Managers to manage income and expenditure and keeps within set targets. 

· To ensure financial procedures are followed in accordance with Council policy and procedures.

· Actively lead and contribute to service and organisation meetings and project groups.

· To work flexibly and work evening and weekends where required. 

· To represent Tameside MBC in joint work and at meetings with other local authorities and external organisations.

· To undertake any other duties and responsibilities that arise from and relate to this post. 


The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Educated to a GCSE standard (or equivalent)
Your essential skills, knowledge and experience

	· Knowledge of Social housing allocations part 7 and part 6
· Experience of Business Support functions
· Computer Literate
· Experience of using Microsoft office
· Good Organisational Skills
· Good Motivation Skills
· Ability to work under pressure
· Ability to work in a flexible and adaptive way in a changing environment
· Local Authority procedures
· Ability to understanding and respond to the needs of the customer
· Understanding of the Councils Equal Opportunity Policy
· To be fair and consistent in approach and of the highest integrity
· Ability to fulfil all spoken aspects of the role with confidence through the medium of       English


If you have the following experience or qualifications – then that’s great!

· Ability to understanding and responding to the needs of the customer
· Experience of working in Local Government
· Experience of using the Council’s Agresso system
· Health and Safety 



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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