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ROLE PROFILE
	Job: Lettings and Move-in Co-ordinator
	Reports to: Operations Manager
	Tier: 5



	Job Purpose:   
To promote the new retirement living schemes both operational and in development in Stoke on Trent in order to stimulate demand for the properties and maximise initial occupancy levels.

To provide a comprehensive support package to new residents when moving and settling into rented properties at the new schemes and to support the wider team throughout the handover process of the new developments.  To ensure that all activity supports the achievement of the group’s vision and is reflective of older people’s aspirations.

	Key Competencies:

· Managing KPI’s

· Customer Excellence

· Attention to detail

· Teamwork

· Continuous Improvement

· Developing and Coaching Others

	Key Responsibilities:
1. To support the Operations Manager to deliver lettings for new and existing schemes.  To deliver services to agreed specifications and timescales.

2. Build relationships with internal staff and external agencies and jointly work to raise the profile of the new retirement living schemes to stimulate demand for the rented properties.

3. Undertake scheme tours and property viewings with potential customers for rented properties and their family/advocates and promote the benefits of living in retirement living schemes.

4. Identify the specific needs of the customer and tailor a move-in package to meet their needs and facilitate a smooth move. 

5. Work closely with care providers and the local authority to streamline and improve the ‘move-in experience’ for residents.
6. Achieve agreed levels of customer satisfaction for the new schemes and services with RLS colleagues.




	
	Essential
	Desirable

	Knowledge skills & experience


	· Experience of managing older peoples housing services/schemes

· Experience of delivering new schemes and services
· Experience of housing legislation and tenancy/housing management principles

· Respect for residents, sees self as customer advocate and is committed to going the extra mile

· IT proficient     

· Organisational skills and ability to prioritise a busy and reactive workload

· Positive attitude and flexible 

· Effective communication skills to be able to work with members of the public, particularly older people in an empathetic manner, and to be able to communicate information in a clear and understandable manner.
· Post holder will demonstrate attention to detail

· Ability to work alone and organise workload accordingly

· Ability to relate to a diverse range of people in building positive relationships


	· Knowledge of PFI Housing Schemes



	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	Responsible for monitoring and maintaining KPI’s linked to reception/front line services in line with PFI contracts
This role reports to the Operations Manager


	

	Key Relationships (internal/external)

	All on site YHG and Sapphire partner staff.  On site care team & other service providers
Local Authority

	

	Qualifications

	
	

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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