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Reference: TSC70
Dear Applicant

Thank you for your interest in working for Family Mosaic as Tenant Scrutiny Co-ordinator. 

What is this job?

This is a new post. Over the next year we will be developing a Tenant Scrutiny Panel who will oversee a programme examining areas of service delivery. The co-ordinator post will be responsible for helping to set the Panel up and then running it. This is an exciting new role. The successful applicant will need to be organised, good with people – a natural communicator who passionately believes in improving services for tenants and who can get things done. 

Other things you need to know

· The job is a fixed term contract for a period of 12 months;
· The salary is £30000 per year for a 35 hour working week;
· It will be based at Albion House, our head office by Tower Bridge, but we also have offices in Muswell Hill in North London and in Pitsea and Colchester in Essex;
· Terms of employment will be on Family Mosaic’s normal terms and conditions.

Please read the enclosed job description and person specification. PLEASE NOTE THAT WE WILL NOT ACCEPT CVs; if you are interested in applying you need to fill out and return the application form, making sure that you demonstrate with evidence how you meet the person specification for the role
Applicants for this post must have conducted their tenancy in a reasonable manner, abiding by their responsibilities as a tenant.

If you have any questions about the job, call Kevan Forde on 020 7089 1218 or email Kevan.forde@familymosaic.co.uk. 

Tenant Scrutiny Coordinator

Job Description

	Department:
	Community Investment Team

	Reports to:
	Community Investment Manager


PURPOSE

To develop Family Mosaic’s Tenant Scrutiny Panel so that it becomes more effective in challenging performance and holding the Group to account, in order to demonstrate its effectiveness in service improvement.
To support Scrutiny Panel members in their personal development to become more effective Panel members.

To organise and co-ordinate activities on behalf of the Panel, including mock inspections, tenant inspections and other events to audit the work of the Association.

To support the Panel to report to the main Board on performance of the Association against the TSA Standards and local offers and ensure the results of the Panel’s work are communicated to the wider tenant body.

KEY RESPONSIBILITIES

Tenant Scrutiny:

Organise and take minutes of Scrutiny Panel meetings.
Liaise with key stakeholders on scrutiny.
Keep up to date on the development of good practice in tenant scrutiny.
Production of reports demonstrating value for money of the work of the scrutiny panel.
Management of action plans and monitoring systems.
Financial monitoring of scrutiny activities.
Agreeing key standards and performance reporting with senior managers and the panel.

Training & Mentoring:

Agreeing training plans with members.
Organising training for the group and for individuals.
Arranging mentoring where required.

Ensuring that the group work in a support and challenge role to effect service improvement.
General: 
Implement the Group’s Diversity Strategy as an integral part of the job.
To undertake some evening and weekend work as required.

To comply with relevant Health and Safety legislation.
PERSON SPECIFICATION
Experience & Knowledge
Experience of working in a responsible position.
Experience of influencing key people organisationally by building up good networks.
Experience of working with people who may have differing levels of ability.
Skills & Abilities
Understanding of the role of scrutiny in improving services and holding organisations to account.
Understanding of the Tenant Services Authority regulatory standards.
The ability to manage and co-ordinate a panel of people, ensuring that they work productively and effectively.
Excellent communication skills, both verbally and in writing.

The ability to work well within a large organisation, understanding its dynamics.

A problem-solving and enthusiastic approach.
Understanding of mentoring.
Excellent inter-personal skills.
Use of Microsoft software packages.
Family Mosaic Competencies

Competencies are designed to apply to all posts at all levels, to a greater degree and with a broader knowledge the more responsibility a post possesses.  Family Mosaic has eight competencies which all applicants will need to demonstrate they possess.

Pleasing the Customer 
This competency is about knowing and anticipating your customer needs and having the knowledge and ability to meet or exceed those needs and expectations.  It is about ensuring the basic standards of good customer service are in place and then improving on those standards.  It is ensuring a strong focus on customer satisfaction is always evident in every team and constantly looking for new ways to please the customer, showing a desire for excellence and going the extra mile. 

Achieving Results 
Knowing what you have to achieve and taking responsibility for getting the job completed on time, on budget and to the required standard consistently and reliably.  Developing clear and logical plans that set out what needs to be done.  Having the determination and energy to achieve your goal, whether that it is the implementation of an idea or the achievement of a task.  In demonstrating this competency you will need to display an ability to overcome obstacles and setbacks, seeing these as part of the task.  

Business Awareness

Demonstrates a broad knowledge of the services in own area, and understands how these contribute to the success of the Association as a whole.  Can identify ways to improve effectiveness and efficiency of those services.  Applies knowledge and understanding of the Association and the external environment to make sound commercial judgements, anticipating current and emerging market requirements. 

Team Working

The ability to develop and maintain effective and supportive relationships within an organisation is key to meeting targets and to creating an active and enjoyable working environment.  Creating a team ethos, with a real sense of cooperation, in which everyone is committed to achieving the Association’s objectives, is vital to Family Mosaic’s continued success. 

Communicating Effectively 

Getting information or a message across in such a way that it ensures the recipient has no room to misunderstand.  Communicating clearly and concisely so that recipients are inspired with confidence.  

Communications could simply be about giving someone a clear and simple message or they could be about getting a broader message to a number of staff or customers in an appropriate manner. 

Approach to Change

This is the ability to adapt and respond to a variety of situations and people in order to meet changing priorities and different ways of working.  Change needs to be met whilst maintaining an effective service, sometimes facing ambiguity in the face of doing your job.  Change is constant and can be disruptive and frustrating.  Managers in particular are required to set an example and remain effective, enthusiastic and adaptable throughout periods of change. 

Leading & Motivating

Whether you are a manager or a member of staff, this competency demonstrates the value in motivating others, whether they are team members or colleagues, with a sense of commitment, team spirit and purpose.  As a manager, it is about developing and inspiring others to give their best, setting them challenges whilst you encourage and support them.  

Learning & Development 

The development of staff is essential to the continued success of the organisation as well as to the satisfaction of the employees.  As a staff member, this competency involves ensuring you build on your knowledge of the organisation, identifying development opportunities and creating plans for improvement, taking responsibility for broadening your knowledge and sharing it with others.  As a manager, it also means creating a positive learning environment, seeking and giving constructive feedback and demonstrating the importance of continuous learning. 

Family Mosaic

Equality and Diversity (Ten key themes)

Family Mosaic recognises that certain groups and individuals are more likely to suffer discrimination and face inequality through unfair or unreasonable behaviour towards them.  As an employer and provider of housing, we are committed to making sure that no one receives less favourable treatment because of their race, gender, disability, AIDS/HIV status, age, sexuality, religion or creed.

The organisation will abide by the Disability Discrimination Act 1995, Race Relations (Amendment) Act 2000, and the Sex Discrimination Act 1975, and will implement the provisions of the CRE codes of Practice for Rented Housing and Employment, the EOC Code of Practice for Employment, and the National Disability Council’s Code of Practice.


Family Mosaic will:

1.
Have an open and accountable allocations policy.

2. 
Provide services that meet the needs of the diverse nature of our client group.


3.
Be sensitive to the needs of vulnerable individuals and groups.


4.
Take action against staff, tenants, partners or contactors who are guilty of harassment.

5.
Support disadvantaged groups by helping them to meet their housing needs.

6.
Monitor allocations, recruitment, complaints and appointment of contractors to ensure equality in standards of service and access to opportunity.

7.
Build homes which meet the needs of all sections of the community.  

8.
Employ people who reflect the diverse range of people we serve.  If certain groups are under-represented we will take positive action to improve the situation.

9.
Try to employ local contractors who reflect the communities they serve.

10.
Aim to ensure that our committees, advisory panels, working groups and Board represent the needs of the diverse nature of our client group.

