	PRIVATE 

EXETER CITY COUNCIL



Job DescriptionPRIVATE 

DESIGNATION
:
Empty Homes Partnership Manager

GRADE
:


POST NO
:
CE????

DIRECTORATE
:
COMMUNITY AND ENVIRONMENT

UNIT
:
Strategic Housing Services

RESPONSIBLE TO
:
The South East Devon Empty Homes Initiative Steering Group and other funders for strategic direction and targets.



The Housing Enabling Manager for day-to-day line management.

SUPERVISORY and MANAGEMENT
RESPONSIBILITY FOR
:
Empty Homes Partnership Officer



Empty Homes Negotiators x 2


Empty Homes project officers (eg direct lettings)



Empty Homes Support Officer
LIAISON WITH
:
Owners of empty homes and property including businesses, private owners and professional landlords.


:
Appropriate Officers, Committees and Portfolio Holders of the Partner Councils 


:
Housing Associations


:
The Housing Corporation SW


:
The Government Office South West


:
The Regional Development Agency


:
The Office of the Deputy Prime Minister


:
Charities and voluntary agencies


:
Potential funders and partners


:
Press and media


:
Commercial and Residential Property Agents


:
Financial advisers, insurance brokers and other professionals


:
Developers and builders


:
The Empty Homes Agency and the National Association of Empty Property Practitioners

PURPOSE OF JOB

To establish, manage and deliver Empty Homes Services in Exeter, Mid and East Devon (and other local authorities that may become involved) as part of a cross-boundary initiative, with the aim of bringing empty property into use as housing accommodation.

MAIN ACTIVITIES

1. Directing and co-ordinating initiatives to find and reuse empty property as accommodation for people in housing need across three local authorities. Acting as the focal point for all funding partners.

2. Establishing and managing customer-focused services in each of the participating local authority areas.

3. Preparing an Empty Homes Strategy for each Local Authority.  Updating strategies as necessary.

4. Ensuring effective publicity for the Empty Homes Service, its schemes and its successes.  Dealing with the press. Preparing awards submissions.   Working with staff on PR strategies for each area.  Setting up promotional campaigns including the use of leaflets, advertising and posters.
5. Setting up and maintaining a data base register of empty property and relevant stakeholders and other systems for recording activity and outcomes.  Establishing manual filing systems.

6. Maintaining relevant Best Value Performance Indicators and providing reports on these.

7. Representing the Council in respect of Empty Property acitivities. Preparing responses to Consultation exercises eg in respect of changes to legislation.  Providing information in response to questionnaires and enquiries from auditors, government departments etc.

8. Dealing with inquiries from property owners, agents and developers, offering advice and information and helping identify appropriate solutions.

9. Setting up mechanisms for identifying empty property including street surveys as appropriate.

10. Obtaining collating and reporting on statistical information relating to empty properties in each LA.

11. Maintaining an awareness of housing needs to be met in the different LA areas and liaising with agencies and individuals who want to find accommodation for their clients.  Drawing on this awareness to shape solutions.

12. Maintaining a detailed knowledge of the schemes and routes to reusing empty homes and property; and maintaining a thorough understanding of the relevant policy and legislative framework including Council’s powers and duties, relevant Housing, Planning, Environmental Health, Building Regulation and Council Tax legislation and local policies, Data Protection and Equal Opportunities legislation.

13. Maintaining a thorough knowledge of relevant local policies across all the LAs, particularly with regard to Planning and Environmental Health.

14. Maintaining an awareness of key stakeholders, structures and points of reference across the different LAs.

15. Maintaining a thorough understanding of housing scheme development processes and models for financing them.

16. Carrying out an initial evaluation of the options for and costs of bringing individual empty properties back into use by
· Visiting properties

· Identifying defects. 

· Identifying the owner’s preferences and constraints

· Forming a view of relevant issues including Planning, Environmental Health, Building Regulations, Housing Benefits Regulations etc.

· Liaising with the relevant "expert opinions"

· Assisting the owner to devise a scheme and decide on an appropriate course of action

17. Making owners aware of the possible options available to them and putting them in touch with agencies and organisations that can help e.g. Housing Associations. Helping owners progress their schemes.

18. On schemes where the Council is directly involved eg leasing schemes:

· Negotiating with developers, owners, owner's agents etc

· Liaising with other interested parties including lenders, insurers, solicitors etc

· Progressing cases through to completion.

19. Drafting contracts and instructing solicitors as necessary, particularly in respect of leases and nomination agreements. Developing new contractual models and arrangements eg serviced temporary accommodation contracts.

20. Preparing service specifications and service level agreements and managing competitive tendering exercises.

21. Developing funding schemes and other forms of assistance (eg loans) to help private owners.

22. Preparing bids for capital grant to fund Empty Homes Schemes.

23. Preparing bids for revenue funding for the Empty Homes Initiative; identifying and negotiating with potential partners.

24. Managing the various Empty Homes Initiative capital grant budgets.  
25. Creating and implementing procedures for referrals of and equitable distribution of opportunities between partners.

26. Managing the Empty Homes Initiative revenue budget.

27. Preparing reports for Members and for decisions made under delegated authority.  Preparing protocols and partnership agreements.

28. Leading and co-ordinating the different Councils’ efforts to bring properties back into use through the use of Compulsory Purchase or other enforcement powers such as Empty Homes Management Orders.

29. Getting the co-operation of relevant individuals and agencies across the SEDEHI area. Setting up forums and working groups e.g. Private Landlords Forum.

30. Establishing and maintaining systems and procedures for processing and paying grant.

31. Establishing effective systems and procedures for bringing properties into Council-run schemes such as the private sector leasing scheme.

32. Managing the activities of the Empty Homes Team.  Ensuring any necessary policies and procedures are in place and observed.  Recruiting staff. 

33. Maintaining the profile of the Initiative as a recognised centre of excellence.  Supporting regional and national developments in Empty Homes work eg the South West Empty Homes forum, National Association of Empty Property Practitioners.

34. Deputising for the Housing Enabling Manager when the HEM is unavailable.

35. Undertake any other activity appropriate to the grade of the post as may be required by the Empty Homes Steering Committee or the City Council.

DATE: June 2004
