	JAMES BROWN 

MEMORIAL TRUST
	POSITION DESCRIPTION


POSITION:

AFFORDABLE HOUSING OFFICER
LOCATION:

KALYRA, BELAIR 
CONDITIONS: 

AS PER CONTRACT OF EMPLOYMENT 

1. Position Summary


The position of Affordable Housing Officer is primarily responsible for the administration and management of the Kalyra Communities affordable housing program located across five metropolitan sites.  

2. Reporting/ Working Relationships/ Decision Making Authority

· Reports to the Manager Retirement Living and Housing.

· A close working relationship is required with the Kalyra’s Property and Housing Team.

·  The Affordable Housing Officer is to refer to the Manager Retirement Living and Housing on decisions involving the following:

-
Expenditure outside of agreed budgets.

-
Purchase of capital expenditure items.

· Sale of Kalyra equipment.

· Eviction of residents.

3. Key Position Responsibilities

3.1. Affordable Housing Program – tenancy management
3.1.1. To source appropriate tenants for the affordable housing program and organise resident tenancy contracts, ensuring KPIs re occupancy are met. 
3.1.2. Keep an overview of, and respond appropriately to, the needs of individual tenants. Provide support to tenants in conjunction with their care providers to enhance the wellbeing and tenancy of the tenant.

3.1.3. Ensure that tenancy problems and disputes are prevented where possible, and, if they do arise, are identified and dealt with appropriately and promptly.
3.1.4. Conduct dispute resolution as required including acting as an intermediary between tenants and representing the Kalyra as and when required.

3.1.5. Maintain resident accounts and follow up of outstanding accounts in consultation with the Senior Accountant.
3.1.6. Organise and invoke eviction procedures where required and advise the Senior Accountant of all admissions and vacancy dates, in accordance with Kalyra policy.

3.1.7. Attend to administrative support functions associated with property management, including maintaining a data base of tenants, a filing system for all documentation, processing of relevant invoices for finalisation and the preparation and collection of all necessary NRAS documentation.

3.1.8. Control and manage budgets prepared for each site.

3.1.9. Keep abreast of legislation impacting the property and any other applicable legislative or other developments through the Real Estate Institute of SA.

3.1.10. Monitor and coordinate tenant rental increases.

3.1.11. Complete administrative processes associated with the input and finalisation of affordable housing subsidy claims and annual returns.

3.2. Affordable Housing Program – Maintenance and asset management
3.2.1. Carry out a regular program of property inspections, condition reports, end of tenancy inspections and take appropriate action to deal with identified repairs and maintenance.

3.2.2. Respond promptly and appropriately to notifications by tenants of emergency and general maintenance during both business and after-hours.

3.2.3. Organise and monitor maintenance requirements throughout the affordable housing sites, utilising the services of employed maintenance personnel and external contractors, within budget constraints.

3.2.4. Develop and enact a preventative maintenance programme for each site.

3.2.5. Oversee any affordable housing program redevelopment or refurbishment program approved by the Board of Trustees in close consultation with Director Property & Housing Services.
3.2.6. Ensure the safety of all equipment purchased or otherwise brought into use within the Affordable Housing Program.
3.2.7. Evaluate all required capital expenditure items, in terms of price, quality, safety, functionality, reliability and service requirements, and recommend purchases accordingly.

3.3. Affordable Housing Program - Program and Community Development

3.3.1. Assist the Manager Retirement Living and Housing to investigate and plan potential expansion of the Affordable Housing Program including possible site acquisitions.
3.3.2. Identify and apply for grants to assist with the development and ongoing operations with the Affordable Housing Program.

3.3.3. Foster community interface including identifying appropriate services for tenants and encouraging tenants to participate in local community actitivies, social services, domiciliary care, etc.
3.3.4. Organise social activities at least annually for each site, within budget guidelines.
3.3.5. Development of relationships with external care and support service organisations to ensure continued high occupancy of sites as well as the long-term development of strategic relationships.

3.4. Organisational responsibilities:

· Committing to the achievement of the Kalyra’s Vision and practise the organisation’s Values, setting an example to others.

· Ensuring compliance with the Kalyra’s policies relevant to the position

· Participating in continuous quality improvement activities to assist in achieving the organisation’s Quality Plan objectives.

· Complete administrative tasks, including data entry, timesheets and employment forms, according to prescribed procedures and deadlines.

· Undertake all mandatory training relevant to the position.

· Committing to own professional and personal development plans, including attendance at relevant educational programmes as agreed with the Manager Retirement Living and Housing.

· Participating in other duties as agreed.

3.6 Work Health Safety and Injury Management (WHS & IM)

3.6.1
Maintaining an updated knowledge and work safely in all aspects of Bush Fire and Safety, Manual Handling and WHS & IM issues.

3.6.2 You must take reasonable care to protect your own health and safety, and the health and safety of others who may be affected by your actions or omissions at work. 

In particular, you must: 

· Comply with statutory and organisational requirements, procedures and rules introduced to protect the health and safety of people at the workplace including the public. 

· Use equipment provided to protect health and safety. 

· Follow reasonable WHS instructions. 

· Ensure you are not affected by alcohol or another drug which is likely to endanger yourself or others. 

· Report incidents, injuries, property damage to your manager. 

· Participate in activities associated with the management of workplace health and safety. 

4.
The JBMT supports Equal Employment Opportunity (EEO) by: 

· ensuring a diverse and skilled workforce; and 

· developing and implementing fair work practices. 

	JAMES BROWN 

MEMORIAL TRUST
	Person Specification


POSITION:
AFFORDABLE HOUSING OFFICER
Essential Minimum Requirements

1. Personal Abilities/ Aptitudes/ Skills

· Demonstrated organisational and time management skills, well developed interpersonal and communication skills and proven computer literacy.   Well developed written communication skills with the ability to produce clear, timely and concise documentation and reports.

· The capability to work with minimal supervision and to prioritise a demanding workload

· A commitment to the principles of equity of access, cultural diversity, client service and accountability with the ability to deal with different people from various backgrounds, with different needs and social skills.
· A current SA driving licence

· Sound financial and business acumen with the ability to manage a budget and support financial systems in place.
· Good conflict resolution skills.

· Ability to identify with and promote the Kalyra’s values. 

· Computer literacy.

· Strong commitment to WHS and Quality Improvement principals.

2. Experience

· Demonstrated understanding or experience in property management and the provision of property services. 

· Experience in the management of community and/or commercial property. 
· Experience in community/social service delivery.
3. Knowledge

·      Awareness and links with community organisations.

· Knowledge of the legislation relevant to position.
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