
The Whitechapel Centre
Job Description

Post: 

Project Manager  (PH)
Reports to:
Project Manager 

Pay scale:
NJC Scale Point 24 – 29  (£33,024 - £37,336)
Disclosure and Barring Vetting

This post, due to its nature, duties and responsibilities, will be subject to a check by the Disclosure & Barring Service (DBS).  The level of check, which will apply, shall be an “Enhanced” level check.  Information about this disclosure can be found at: www.disclosure.gov.uk
Main purpose of the job

To manage an accommodation-based service including:

· leading, developing and motivating the staff team in order to provide a quality service to people with multiple needs
· liaising with commissioners and the landlord to ensure the smooth operation of the service and fulfilment of all contractual obligations

· working with internal and external partners to ensure integration of the project with other homeless services.
· building effective relations with the Outreach Team to facilitate seamless and timely transition from the street for people sleeping rough

· ensuring effective rapid move-on for all clients in the service

· leading on all elements of facilities management for the project 

Duties and responsibilities

Service Delivery

1. To manage the provision of high-quality accommodation to individuals and couples experiencing homelessness which meets identified need and fulfils all contractual requirements.

2. To take lead responsibility for liaising with other professional, statutory, voluntary and community resources and stakeholders to ensure that the best possible services are provided for clients within the resources available.

3. To ensure rapid void turnaround and the effective collection and accounting for rents and service charges in the service.

4. To co-ordinate the provision of a high quality, cost-effective housekeeping services.

5. To ensure an effective pathway for clients into and out of the service.
6. To participate in the monitoring, evaluation and audit of service provision ensuring high standards of quality and professionalism are maintained at all times.

7. To ensure effective neighbourhood management and that neighbourhood complaints are dealt with in a timely manner.
8. To ensure effective risk management and adult safeguarding.

9. To provide flexible, creative and person-centred support interventions that build on each client’s existing skills and help develop new ones in order to build confidence and self-esteem, build strength and increase resilience, undertaking direct service provision as required.

10. To facilitate access to recovery, mental health and other services as appropriate.

11. To promote and harness involvement, participation and co-production with clients in the development, running and shaping of the service.  

12. To manage and diffuse difficult and / or challenging situations.

Leadership & Management

1. To contribute to the organisation being a strong, dynamic and financially viable operation, by supporting the efficient use of resources within the service, monitoring and controlling spending within agreed budgets as directed by the Project Manager. 

2. To actively foster good local community relationships, identifying opportunities to work in partnership and to raise the profile of the service and Whitechapel ensuring that the service is properly represented at professional meetings and forums as appropriate.

3. To ensure that key outcomes and excellent quality standards are achieved and appropriately recorded.

4. To provide timely, comprehensive, meaningful and accurate management information as required. 

5. To lead, manage and motivate a team of staff and volunteers.
6. To ensure conditions of service and HR procedures are followed within the team.
7. To be involved in the development of policies and practices that reflect the changing environment within which the organisation works and to ensure the flow of information to the Senior Management Team.

8. To be responsible for the dissemination of all policies, procedures and practice to staff.  
9. To have a key role in the recruitment and induction of new staff and volunteers, and to identify appropriate training and resources which support the achievement of personal and service objectives 

10. To proactively manage performance at a team and individual level motivating staff and challenging poor performance positively and constructively.

11. To combat prejudice by challenging all forms of discrimination, recognising diversity and taking positive action to ensure equal opportunities within the services we provide.

12. To oversee work rotas to ensure minimum staffing levels are maintained at all times and timely cover arrangements are put in place for staff absence and training which make efficient use of available resources including budgets.
13. To lead on weekly client review meetings and referrals to the City-Wide MDT.
Facilities Management

1. To ensure rapid void turnaround of rooms within the project.

2. To review client rent accounts weekly  to ensure effective arrears management.

3. To coordinate all aspects of health and safety for the premises, working with Business Services and external contractors to ensure compliance with all related legislation and best practice.  

4. To oversee and direct the provision of auxiliary services including cleaning, maintenance and catering.

5. To ensure external supply contracts are properly managed and reviewed.

6. To oversee the ordering and purchase of household supplies managing finances according to agreed budgets.

7. To liaise with the landlord for the premises and unsure that both parties meet their obligations under the Management Agreement.

8. To oversee and support the implementation of approved maintenance and development programmes covering buildings and equipment; managing acquisitions and disposals as required in line with asset strategy, legislative compliance and value for money principles.

9. To engage in household tasks as required.

10. To assist with the collection and accounting of rents and personal charges.

11. To contribute to the development and maintenance of a comprehensive and fit-for-purpose business continuity plan.

Over-arching duties

1. To maintain an up-to-date and comprehensive level of knowledge of relevant legislation and welfare rights.  

2. To maintain appropriate records and administration systems to ensure services are efficient and effective.

3. To represent the organisation.

4. To contribute to the review and development of the organization and its services.

5. To be involved in the training, induction and development of staff and volunteers.

6. To deal promptly with all complaints and protection from abuse disclosures.

7. To participate in the out of hours on-call service

8. To undertake evening/out of hours/night shift cover as the needs of the business dictate.

9. To carry out any other duties as may be assigned which are commensurate with the job grade and the overall responsibilities of the post

Training

The post holder will be expected to undertake training and retraining throughout employment in this post and will be expected to discuss and identify their training goals, with their line manager, to develop their knowledge base and ability in their role.

Health and Safety

Each employee has a duty under the health and Safety at Work Act (S.7) to take reasonable care of the health and safety of themselves and others at work, whether colleagues, service users, visitors or contractors.

Review of this Job Description

The information in this job description may need to change from time to time in the light of management or legislative changes.  Before implementation and where appropriate, such changes will be discussed and agreed with you.

Last updated: 13 December 2023

