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1. JOB CONTENT
·        Briefly set down the key tasks/responsibilities in your job.

·       What aspects of your job have changed e.g. additional responsibilities, new projects,         

       New technology etc
·        What aspects of your job do you anticipate changing over the next year.

2. PERFORMANCE
·         In which areas of your work do you feel that you have done well in the past year.

·         What aspects of your job do you feel most confident about and why?

·         What aspects of your job do you find particularly difficult and why?

3. JOB SATISFACTION
Do you feel your job is significantly interesting, involving and challenging. Please give reasons for your answer.

4. EDUCATION AND TRAINING
What aspects of training would you find useful to improve your knowledge/performance.

5. FUTURE OBJECTIVES
What are your main work targets for the forthcoming year.

1. JOB CONTENT
KEY TASKS AND RESPONSIBILITIES
1.
MANAGEMENT
To provide ongoing support and supervision to staff, encourage and promote staff morale and ensure that staff operate as a flexible and generic team.

Monitor performance on an ongoing basis to ensure operational targets are being met.  Measure performance against agreed targets and review where operational problems are encountered.  Regular meetings and discussions will take place to discuss:

· rent arrears.
· Anti- social cases

· voids and relet times

· repairs performance against timescales

· quarterly management accounts

· Complaints Management and Monitoring

· Management of gas safety

· Submission of statutory returns eg ARC, Loan Porfolio and 5 year budgets
· Preparation of Annual Assurance Statement for Scottish Housing Regulator.

Prepare a Business Plan every 3 years which will be reviewed annually and will outline:

· strategic objectives

· set specific targets against areas of operational activity.
· define activity plans.
· outline a SWOT analysis.
· detail performance measurement.
· identify training needs.
· a long term financial plan.
· policy review programme statement.
· Business continuity arrangements.

· Succession Planning.

Assume overall responsibility for Housing Management, Repairs & Maintenance, Finance, Administration and Governance.
Assume responsibility for Health and Safety and take on role of Health and Safety Administrator.
Represent the Association on DRUMCOG and Board of directors KCEDG.
TASK BASED RESPONSIBILITIES
MAINTENANCE
· Monitor the performance of repairs contractors and ensure the Association is given a value for money service within agreed budget.

· Prepare quarterly repairs reports and monitor response times against targets.

· Review list of repair contractors on an annual basis, noting performance and recommending removal from/addition to list.

· Prepare cyclical maintenance plan for committee approval and arrange quotations/tenders for works identified.

· Assume responsibility for management of gas safety and ensure that all gas heating appliances are inspected and serviced within 12 months of the previous anniversary date.

· Make all necessary arrangements for procurement of major repairs contacts in line with current procurement legislation. Co-ordinate preparation of tender documents and appointment of project management consultants.

· Ensure that all properties have a valid EPC certificate to demonstrate compliance with EESSH.
· Ensure we comply with tenant and resident safety.

GOVERNANCE AND ACCOUNTABILITY
· To service the Management Committee and ensure committee members are given all relevant reports and information to enable policy decisions to be made.
· To review the Associations policies in accordance with our policy review programme statement.  Ensure policies meet the requirements of performance standards and take cognisance of legislation and best practice.

· Arrange induction training for new committee members.  Encourage and promote increased committee membership through publicity, advertising and newsletters.

· Compile all information necessary to complete Annual Return on the Charter. Ensure presentation made to committee before ARC is submitted in order to highlight performance against benchmarks and to obtain committee approval for return.

· Review medium/long term viability position and agree a strategy for addressing this.

· Agree and implement In Housing Training programme for committee members.

· Ensure we are complying with Regulatory standards of governance and financial management. Provide an annual  evidence based assessment to confirm our compliance prior to submitting our Annual Assurance Statement,
· Ensuring we have an effective internal audit process in place.


WHAT ASPECTS OF YOUR JOB HAVE CHANGED?
As a generic organisation with a small, flexible staff team priorities and objectives have constantly changed over the past five years due to changes in Regulatory standards.
My job is very much “hands on” and is distinct form a Directors role in a traditional inner city Housing Association which is more management based with responsibilities for specific operational activities delegated to section heads.

In view of our size, turnover and running costs, our organisational structure will not change in the short/medium term and I will still retain specific task- based responsibilities in terms of Governance and repairs and maintenance.
My job has also developed a more performance- based focus in terms of completion of the ARC and EESH assessing compliance with the requirements of the new regulatory framework.
Prudent and effective financial management will always be central to our ethos in view of our size and scale as is the requirement to demonstrate good value for money in terms of the services we deliver.
Change is the one constant within the voluntary housing sector, and we must always plan to prepare for and adapt to changing needs, demands and circumstances, both internally and externally.
The Covid-19 pandemic presented a major challenge to the Association and we could  not have envisaged or foreseen the sudden and significant impact it had on the country, bringing unprecedented challenges for RSL’s, tenants, service users and stakeholders when we were put into lockdown on 23rd March 2020. We had to react very quickly to the situation and introduce new and effective ways of working, in order to maintain and provide essential services and manage the challenges posed by the pandemic.

Business continuity arrangements were put in place and our response to the pandemic formed the basis of our internal audit programme in 2020/21. We learned significant lessons from the pandemic, and we now have a robust business continuity policy and procedure in place which outlines our arrangements for ensuring the continuity of normal services in the event of a disaster.
We have the necessary infrastructure in place to enable remote working if necessary while ensuring effective governance by hosting meetings remotely, using the zoom platform.

WHAT ASPECTS OF YOUR JOB DO YOU ANTICIPATE CHANGING?
I do not anticipate that my job will change significantly over the year and certain elements will remain very much “hands on” and task specific.

I intend to commit a greater input in terms of management and will make it a priority to spend more of my time on quality management and performance monitoring. Our performance in key areas is comparable with and some instances, better than national medians. We cannot afford to become complacent and good performance management will remain a constant and ongoing priority.
Partnership working has become more prominent in recent years and has allowed me the opportunity to take a more pro- active role in representing and promoting the Association through DRUMCOG. 

Effective Governance and Tenant/Resident safety will be a top priority and it is my 

Responsibility to ensure compliance with gas safety, electrical safety, fire legislation, asbestos checks and legionella testing.

We also had to respond to and be prepared for Freedom of Information legislation which now applies to the Association. We are registered with the Information Commissioner and myself and the Housing Manager have attended training on this.

I am also planning to retire sometime next year after 41 years in housing and will have to plan ahead and have appropriate arrangements for options appraisal and succession planning. This will form part of our risk management and Business Planning process during the year.
2.
PERFORMANCE
IN WHICH AREAS OF YOUR WORK DO YOU FEEL YOU HAVE PERFORMED WELL IN THE PAST YEAR
· MAINTENANCE
Response times for Emergency and non -emergency repairs were satisfactory as were the % of repairs completed right first time. Timescales for completion of medical adaptations also improved significantly.
Management of gas safety remained an ongoing priority, but we did not achieve our target of completing 100% of annual gas safety inspections within 12 months of the previous anniversary date. This was due to the pandemic and 15 service visits were not completed on time in Quarter 1. This was the first time we failed to achieve full compliance since 2012.
Performance management data is appended to the appraisal and compares performance  outputs against 2019/20 indicators.
A desk top stock condition survey was carried out in February 2021 and our stock condition information and life cycle costings were updated to reflect the actual condition of the properties.

A Kitchen replacement contract for Inchfad Phase 4 did not go ahead in 2020 due to the Covid-19 pandemic and is programmed to commence in August 2021.
We completed phase 2 of the Installation of interlinked smoke alarms, heat detectors and CO alarms to ensure full compliance with fire safety legislation.

· STAFFING ISSUES
In my opinion staff morale has been very good in what was a very challenging and difficult year.  Staff operate as a generic flexible team and no disciplinary problems experienced.  Due to pressure of work staff meetings tended to be ad hoc and informal.
Discussion and debate is linked into performance monitoring and in particular management accounts, arrears, repairs & maintenance and Housing Management issues.

We had no days lost to staff sickness during the year.
Arrangements were put in place to enable remote working.
· GOVERNANCE
Staff/Committee relations have been very good with no major problems and disputes arising. Comprehensive reports provided in respect of Housing Management, Maintenance and Financial Management.  Policy reviews are ongoing in accordance with our policy review programme.
Attempts to increase committee membership have been ongoing but committee training was hampered due to the Covid-19 pandemic.
Committee business is conducted smoothly and all reports/information presented timeously to enable committee to make informed decisions. Committee meetings were held remotely in 2020/21.
A notifiable event was submitted to the Regulator in March 2020 in response to the Covid-19 pandemic. No fraud problems or serious breaches of code of conduct were experienced and we were given another very positive annual financial audit report. All regulatory returns were completed on time.
We have governance framework  action plan in place to demonstrate compliance with Regulatory Standards of Governance and Financial Management. Job descriptions are in place for chairperson and committee members and a performance review system is in place. Attracting new committee members will remain an ongoing priority.

An induction manual is in place for new committee members.

An Internal Management Plan and Risk management Strategy are in place and we are in a healthy financial position with loan balances reducing, annual surplus being made and no loan covenants in place.
The role of Governing Body members has become more challenging in recent years and the unpaid time and effort put in by voluntary committee members is greatly appreciated and should never be underestimated. Governing Body members are the mainstay of the voluntary housing movement.
· WHAT ASPECTS OF YOUR JOB DO YOU FEEL MOST CONFIDENT ABOUT
-
Having complete hands on responsibility for all aspects of the Associations work, my career in housing to date has always involved an element of this type of responsibility and I believe I have the necessary interpersonal skills to deal with a wide variety of people in a range of challenging situations.


Performance management and the need to ensure that we continue to provide the best possible service and achieve outputs that are comparable with or better than national medians, taking into account our size, scale and structure.

-
Preparation of policies and policy review in accordance with performance standards, best practice and legislation.  Provision of reports to Committee to enable them to make informed decisions.  I was involved in these areas of work in my previous post and feel I have an in depth knowledge of social housing to enable me to carry out this aspect of work.

-
Management and control of our maintenance service and the challenge to provide a responsive, cost effective maintenance service which meets the needs, demands and aspirations of our residents.
-
Maintain a keen interest in all Housing Management issues, having come from a Housing Management background.  I like to get involved in issues at the front line and provide ongoing support to staff.
-
Reporting to and being accountable to the Management Committee. I have always worked with and been held accountable to tenant- controlled Committees in my previous posts and I believe I hold the necessary interpersonal and communication skills to perform this aspect of my work.

· WHAT ASPECTS OF YOUR JOB DO YOU FIND DIFFICULT AND WHY?
I am paid to deal with the challenges of managing the Association and taking us forward to manage within a constantly changing and diverse framework. It is my responsibility to deal with and resolve difficult issues and I do not wish to spend time complaining about issues I find difficult.

I originally applied for a position in the Voluntary Housing Movement in order to get on with the business of providing good quality homes at affordable rents and to progress this objective as a landlord and developer.
An increasing amount of my time is spent dealing with and reacting to changes in the Regulatory Framework, Legislation and the Procurement framework including

· Corporate Governance

· Regulatory Requirements in respect of submission of returns and ensuring compliance with Regulatory standards and complaints management.
· Compliance with Health and Safety Legislation

· Compliance with new Procurement Framework particularly in relation to awarding major repair and reactive maintenance contracts.
· Health and Safety

Time management can be challenging due to our size, scale and structure and the demands imposed by competing priorities within the framework of a small, flexible and generic staff team.
3.
JOB SATISFACTION
DO YOU FEEL THAT YOUR JOB IS SIGNIFICANTLY INTERESTING, INVOLVING AND CHALLENGING?
YES.  An essential feature of my job as the head of a small generic organisation is about having the flexibility to adapt and respond to a continually changing climate and agenda.  My job has been and will continue to remain primarily hands on and task orientated as opposed to purely managerial.  It is the diverse nature of my job which gives me most satisfaction.

Increased reliance on performance monitoring and standards has resulted in the need to constantly monitor, review and strive to improve performance and service.  This will remain a priority over the coming years.

We operate in a diverse and constantly changing environment and the challenge of having to respond to change ensures that you can never become complacent and ensures that your job is continually interesting, challenging and diverse. Operating within a performance framework ensures that you continually strive for improvement as you are accountable for what you deliver and your performance is transparent and in the public domain.
4.
EDUCATION AND TRAINING
Attendance and training courses can be problematic given our small staff team and pressure of work. 

Training courses I have attended in the past 2 years include:
· Complaint handling
· Governance and Financial Management

· Notifiable events and transparency

· GDPR

· Profitable pursuits interactive finance training
I will continue to look out for appropriate courses which will help develop my management skills and planning techniques e.g. risk management and in particular courses which concentrate on style and techniques as opposed to processes.

ACTIVITY PLANS






2021 - 2022
QUARTER (1)

ACTION

Present Absence Management Report for 2020 - 2021 for committee consideration and approval.
Review GDPR Policy
Present Internal Audit Report

Ensure that ARC is presented for committee consideration and approval and sent to SHR prior to 31st May deadline.
Present maintenance contractor performance report 2020 -2021for committee consideration and approval. 
Present management of gas safety report for Q1 for committee consideration and approval.

Ensure that all statutory returns to SHR (5- year budgets and loan portfolio return are submitted by end of Q1.

Review Policy on Adaptations.
Arrange Director Appraisal 

Present Business Continuity Policy and Procedure for committee consideration and approval.
Update and Review Governance Framework Action Plan.

Prepare summer newsletter for circulation to all residents.

QUARTER (2)

ACTION
Present Management of Gas Safety Report Q2 for committee consideration and approval.
Present ARC benchmarking report for committee consideration and approval
Present Absence Management Report Q1 for committee consideration and approval.
Co-ordinate arrangements for AGM to be held in August.
Prepare Annual Assurance Statement for committee consideration and approval.

Present Maintenance Contractors Report Q1 for committee consideration and approval.

Review Code of conduct policy for maintenance contractors.

Present Performance management report for Q1.

Present Equalities and Diversity Action Plan Report.
Election of Office Bearers after AGM.

Assessment of evidence in place to confirm compliance with Regulatory Standards of Governance and Financial Management.

Update and Review Governance Framework action plan.

Update and review business plan.

Progress Kitchen Renewal contract Inchfad Phase 4.

Carry out committee effectiveness review.

QUARTER (3)

ACTION
Present Absence Management Report for Q2 for committee consideration and approval.

Present Management of Gas Safety Report Q3 for committee consideration and approval.

Present Contractor Performance Report Q2 for committee consideration and approval.
Present Performance Management Report Q2.

Present Annual Assurance Statement for committee consideration and approval.

Ensure that ARC Report 2020 - 2021 is issued to all residents.
Prepare Xmas Newsletter for distribution to all residents.
Rent Policy Review.
Rent consultation review for 2022 – 2023.
Risk Management Policy Review.

Update and review Risk Management Policy.
QUARTER (4)

ACTION
Present Absence Management Report for Q3 for committee

Consideration and approval.
Present Management of Gas Safety Report for 2021 - 2022 for committee consideration and approval.
Present Contractor Performance Report Q3 for committee consideration and approval.
Present Performance Management Report Q3.

Provide budget information for 2020/21 to Finance Manager for inclusion in draft budget.
Present Absence Management Report for Q3

Prepare 5- year cyclical maintenance and major repair plan.
Update and review Governance Framework Action Plan.

