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ROLE PROFILE
	Job Title:   Development Administrator
	Role Reports to:    Head of Development
	Business Function:   Development

	Evaluated Tier:  7a



	Job Purpose: 
Provide excellent standards of service to stakeholders and customers on all aspects of Your Housing Group’s growth aspirations by delivering an efficient and effective development delivery administrative service in line with the Group’s policies and procedures

	Key Competencies:

· Flexibility & Resilience

· Meeting Customer Needs

· Interpersonal Understanding

· Results Focus 

· Building Relationships
· Gathering/Seeking Information 


	Key Responsibilities:

1. Assist Head of Development and Head of New Business with administrative support to ensure the proper processing of each scheme. 

      Assisting with site appraisals, producing scheme feasibility studies, producing and presenting reports, assisting with the preparation of economic     

       appraisals and calculating economic appraisals, obtaining current land valuation, building costs and structural insurances, assisting with the tender 
     processes, assisting with the programming and financial profiling of schemes and monitoring progress, assisting with updating development 
      procedures

2. Assist the Head of Development and Project Managers by coordinating consultations and supporting the handovers of developments between Development and the operational team, involving coordinating diaries, contacting external bodies, arranging and setting up meetings, sending out invites, visiting sites and recording feedback.

3. Responsible for the defect reporting process, being the link to the customers and principle contractors and consultants.   

4. Assist in the preparation of newsletters and in the production of marketing literature, reports, information leaflets and exhibition materials.

5. Create and update electronic and manual project documents and file, ensuring accurate file management is undertaken including the management of drawings, Project files and other key documentation.
6. Ensure accurate data entry on spreadsheets and databases to ensure data is maintained. 

7. Responsible for processing purchase orders and invoices in a timely manner.

8. Administrative duties such as photocopying, scanning of documents and payment processing also providing cover for the Sales Administrator when required. 

	


	
	Essential
	Desirable

	Knowledge


	· Strong prioritisation, organisation and record keeping skills

· Previously worked using own initiative and with limited supervision and work effectively as part of a team

· Comprehensive computer knowledge and skills with proficiency using Microsoft Office programmes (Outlook, Word, PowerPoint, Excel) to an intermediate/advanced level
	· Knowledge of Financial Standing Orders

· Knowledge of the HCS’s (Homes & Communities Agency) Investment Management System



	Skills 


	· Excellent Customer Service and Administrative Skills 
· Excellent time management skills

· Ability to effectively multi-task, whilst maintaining accuracy and attention to detail 
· Proven ability to managing strong customer relationships with internal and external stakeholders
· Confident and clear communication, both written and verbal, with a clear/confident telephone manner
	

	Experience


	· Experience of maintaining positive working relationships with internal / external stakeholders 

· Previous administration/diary management experience (Microsoft applications)
	· Experience of working in a multi-disciplinary environment

	Qualifications/Education


	· GCSE Maths and English (or equivalent)
	


	People Management Responsibility?

  
	This role has no line management responsibility

	Budgetary Responsibility?


	This post has no budgetary responsibility

	Key Relationships (internal/external)
	· Collaborative working relationships with colleagues in Finance, Operations and more specifically with Communities, Compliance and Property Team to ensure a Service Improvement approach that meets internal customer requirements and which adds value to the Group and its residents. 

· Establishing a positive relationship with partners, stakeholders and Contractors /suppliers.



	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.


	Key Role Performance Indicators 
(please provide details of the expected performance outputs and abilities that will be used to measure the capability of the post holder within this role)

	1. Refer back to the Job Purpose and the Key Responsibilities of the role and identify the measurable performance that you will expect to see from the post holder – e.g.: Be able to produce accurate and professional reports within set timescales or Be able to resolve XX% of customer enquiries at POC.  
2.

3.
4.

5.

6.

7.

8.




	Date Role Profile Created/Updated: 


	


Evaluation for Agile Working 

	
	

Description
	Evaluation for Agile

	Equipment to work in an Agile manner


	
	

	Is the role conducive to working in an Agile Manner?
	
	

	Meetings 


	
	

	Work Schedule


	
	

	Summary



	Signed By
	Print Name
	Job Title
	Date

	
	
	
	

	
	HR Director Signature
	Print Name
	Date
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YHG Values:    Passion
Pride
Creativity


[image: image1.jpg]