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	Property Compliance Manager 

What will you do at CDS and how does that link to our purpose? 
Working as a key part of the Property Services team and reporting to the Head of Property Services, you will play a vital role in keeping our residents safe by ensuring the smooth running of various property safety and compliance contracts, and the timely remediation of any identified property compliance actions. 

You will be responsible for setting up, managing and programming contracts to meet business needs, statutory landlord compliance obligations and legislative requirements. You will be accountable for ensuring we maintain 100% compliance in respect of areas such as water hygiene, asbestos, fire safety, electrical safety, gas safety and lift maintenance. 
 
You will manage a small team of administrators who will support you with the day-to-day management of data and works programmes, from raising works orders and checking the completeness of data received, to ensuring evidence and certificates are always stored and managed in line with procedures.

You will take full accountability for the work of your team ensuring that, without exception, our properties and residents are safe. This means you are never cavalier about potential safety issues and you don’t finish your day without assuring yourself our residents are safe, or escalating risks appropriately. You will seek technical guidance from our health and safety consultants rather sharing your own advice and keep current on issues related to property compliance in the sector. 


	What difference will you make?
· You always put the safety of people first, ensuring required compliance contracts are in place and programmes of work are always completed on time and recorded properly
· Our residents and staff are well-informed at all times, and receive prompt and helpful responses to their queries about property safety programmes, compliance concerns and enquiries
· CDS is 100% compliant with all property safety testing, maintenance and remedial action requirements
· Residents see us as a collaborative, responsive and reliable landlord 
· Property compliance work is managed well, represents value for money, fits within budget and all eligible costs are recovered each year through service charges


	We will look to you to ….
· Procure effective and professional contracts / agreements to meet out compliance obligations including planned, periodic compliance checks and maintenance of safety equipment in residential blocks and individual properties
· Have high standards for our service and the professional way in which it is delivered
· Ensure we are fulfilling all legislative and regulatory requirements for property safety compliance 
· Always know the progress of any property safety compliance programme and be responsible for comprehensive and accurate records maintenance
· Harness our data to provide clear, accurate, timely and useful reports
· Identify key risks in relation to property safety compliance and work across the team to implement and monitor appropriate controls
· Be aware of our diverse customer base, adapting your approach accordingly, and contribute actively to our anti-racism strategy
· Build our reputation for reliability, fairness, professionalism, and integrity through every aspect of your work and ensure your team do the same
· Safety issues and potential compliance breaches are always escalated promptly
· Actively participate in budget development and ensure performance objectives are delivered within agreed budget limits, whilst identifying and acting upon opportunities to improve the customer experience 
· Promote effective joint working practices with other teams in line with our company values 
· Ensure processes for property compliance management are written down, up to date and consistently followed


	You will definitely bring ………
· Experience delivering exceptional customer service – preferably in a similar role
· Proven ability to meaningfully analyse data and communicate clearly in written and verbal terms
· Experience of working effectively in a high-pressure environment, balancing multiple competing priorities, often with conflicting deadlines
· Knowledge of and experience working in a quality assurance / process-driven environment where consistency and accuracy are essential
· Experience in effectively managing risk in a regulated environment or where compliance was mandated by statute 
· A history of managing a productive and successful team to achieve targets
· A willingness to innovate and support colleagues
· Proven ability to effectively plan, think critically and problem-solve 
· Pace, energy and enthusiasm
· Proven ability to take ownership of your work and demonstrate responsibility and an ability to lead on projects / tasks to successful conclusions
· Confidence and aptitude working with IT systems and tools, including intermediate- to advanced skills using MS Office programmes


	You will be a star performer in this role if you ….
· Are an enthusiastic and inspiring leader
· Are resilient to everyday challenges and calm in a crisis
· Take ownership of your work and your service
· Are data savvy and use this skill to provide timely and accurate reports 
· Enjoy working across teams to achieve a shared goal
· Like to be prepared and plan ahead, but can still effectively respond when the unexpected occurs


	This probably isn’t your dream job if you ….
· Don’t mind if tasks are not completed
· Do not have good attention to detail or a passion for accuracy
· Tend to stay quiet if something is not going as it should
· Trust what others tell you and make assumptions rather than seeking out facts and evidence
· Rely on your own professional judgement rather than following processes rigorously or seeking expert advice
· Don’t see customer satisfaction and resident engagement as issues for a property compliance team


	You will be responsible for….
A team of two or three Property Compliance Administrators 


	You will get support from….
The Head of Property Services


	What we offer:
[bookmark: _Hlk75778771]Salary: TBD p.a. plus, up to 10% bonus 



	Other Benefits:
· Contributory pension scheme (Social Housing Pension Scheme up to 10% of salary matched)
· 28 days annual leave (3 fixed, plus statutory bank holidays)
· Health cash plan (non-contributory)
· Employee perks system (Perkbox)
· [bookmark: _Hlk75778819]Eligibility for an annual performance bonus 
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— CO-OPERATIVES —





