Canopy Housing

Job description                                                      
Intensive Housing Management Worker 

Part time – 22.5 hours pw

Canopy is a self-help, community-housing organisation based in inner city Leeds. We renovate houses in poor condition to create decent homes for people who are homeless and in other housing need. We involve local people, volunteers, tenants and others in every aspect of our work. 

Responsible to: Operations Manager
An essential part of Canopy is the self-help and voluntary activity of creating a home. The job may entail practical work alongside volunteers, tenants and other workers. The post holder will have to show initiative, be willing to learn new skills, and enjoy mucking in.



Summary 
To further the work of Canopy by delivering generic and intensive housing management to tenants.


Main responsibilities
· Provide identified, intensive housing management to Canopy tenancies and encourage tenants to be as independent as possible
· Carry out generic housing management work, such as tenancy sign-ups, tenancy management and dealing with rent arrears and anti-social behaviour
· Provide a high quality service that responds sensitively to the needs of Canopy’s tenants, which is delivered with regard to their culture, personal history and their circumstances.

Specific responsibilities
· Take responsibility for tenancy-related support issues including housing benefit and rent arrears issues

· Work alongside the Support Worker to let void/empty properties in line with Canopy’s allocations policy

· Arrange appointments with tenants to provide support with their tenancy and related issues

· Deal with breaches of tenancy, including anti-social behaviour, rent arrears, abandonments and other issues
· Represent Canopy at county court hearings and evictions

· Help to coordinate the moving in/out process for tenants, in partnership with the Properties Team & Support Team
· Refer and signpost tenants to specialist support services
· Liaise with other agencies (eg Social Services, Housing Benefit Department) where appropriate

· Communicate with colleagues where necessary regarding the needs of tenants and prospective tenants
· Keep tenancy files (digital and paper) and other records up to date
· Work closely with and provide cover for colleagues in the Support Team where necessary
Responsibilities of all staff
· Attend regular supervisions and appraisals with line manager

· Attend meetings, including weekly team meetings and other regular and ad hoc meetings, take minutes 

· Attend Board meetings as required

· Contribute to identifying your own training needs and attend relevant training and events

· Accurately administer and file records, develop and maintain systems of record keeping, for example databases and paper records.

· Answer the telephone and door

· Assist with Security, IT, storage and housekeeping at Canopy offices

· Comply with Canopy policies and working practices

· Take responsibility for identifying hazards and health & safety issues, reporting them and doing something about them

· Help out in every area of the organisation’s work as required

· Any other tasks as required by your line manager, the Director or Board
Person Specification
Please see separate document

August 2021
SWh
