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Housing First Manager 

Based in Coventry 
 
Purpose of the job: 
 
This role will be responsible for the management of an exciting new Housing First service in Coventry. The 
project is due to run for 2-4 years, delivered in partnership with Coventry City Council.  During this period, 
the post-holder will support the sustainability of the service through building evidence, influencing funders, 
developing excellence in practice and gaining national recognition for Housing First Coventry. 
 
Key objectives: 
 
1. To demonstrate passion for the principles of Housing First and liaise closely with Housing First England 
2. To ensure customer participation and active involvement is integral to service design and delivery. 
3. To work closely with commissioners and partners to deliver and develop the service with the support 

of the Steering Group 
4. To manage relationships with additional partners in line with service level agreements and ensure all 

involved are able to fulfill their roles and responsibilities 
5. To promote Brighter Futures and the Housing First service, and to create and maintain effective 

relationships with stakeholders 
6. To lead, manage, train and support the Housing First team to deliver an excellent service 
7. To discuss, set and review progress against targets and outcomes on a regular basis, highlighting best 

practice and taking corrective actions to ensure that the service meets its targets, develops and 
improves. 

8. To regularly review and improve systems and practices that deliver an excellent service in line with the 
project aims, Housing First principles, and with Brighter Futures values, policies and procedures. 

9. To effectively and proactively communicate and make sure that accurate information and case studies 
showing best practice and customer outcomes are available for quality assurance, performance, 
marketing and growth purposes. 

10. To ensure resources are well managed, safe to use, maintained in good condition and waste is kept to a 
minimum. 

 
Reporting to: 

• Director of Housing, Property Services and Development 
 
Responsible for the line management of: 

• Navigators 
• Peer Mentors 
• Tenancy Support Worker 
• Substance Misuse Worker 
• Deputy Manager 
• Trainees 
• Students or others on placement 
• Volunteers 
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Service specific details: 
 

 
1. To demonstrate passion for the principles of Housing First, and liaise closely with Housing First 

England, the West Midlands Combined Authority and MHCLG. 
• To represent the Housing First service at local and national meetings and events, and take 

every opportunity to ensure that colleagues across agencies and sectors understand the 
principles of Housing First 

• Present clear accounts of the beneficial impact of Housing First for particular groups 
• Liaise with Housing First England, the West Midlands Combined Authority and MHCLG to learn 

best practice, and communicate our own successes and learning. 
• Ensure that service design, delivery, training, procedures and team support incorporates the 

principles of Housing First as well as PIE and trauma-informed approaches. 
 

2. To ensure customer participation and active involvement of people with lived experience is 
integral to service design and delivery. 
• Ensure customers and people with lived experience are meaningfully involved in the design, 

improvement and delivery of services at every opportunity, and they can clearly see the 
impact of their involvement 

• Ensure that participation is a positive experience which supports customers and people with 
lived experience to develop confidence and self-esteem 

• Achieve a high level of customer satisfaction in service delivery by ensuring needs are met; and 
when needs cannot be met or where barriers or service gaps are identified this is brought to 
the attention of Directors, the Housing First Steering Group and commissioners as appropriate 

• Seek customer feedback, respond positively to complaints and engage readily with 
complainants and others to address their concerns, resolve their issues and drive service 
improvement. 
 

3. To work closely with commissioners and partners to deliver and develop the service with the 
support of the Steering Group 
• Work within Brighter Futures Corporate Strategy to ensure the scheme meets required service 

standards and achieves operational targets agreed annually 
• Work within contractual requirements to deliver an excellent service that meets agreed quality 

standards. 
• Ensure internal planning and reporting requirements are met in a timely way and that any 

variances required to budgets or performance are identified, reported on and addressed with 
the Director 

• Attend regular service review meetings with the commissioners and Steering Group to discuss 
contractual outcomes 

• Undertake a full assessment of the services relating to performance standards for annual 
contract review. 

• Engage fully and positively with the evaluation team 
 
4. To manage relationships with additional partners in line with service level agreements and 

ensure all involved are able to fulfil their roles and responsibilities 
• Facilitate regular communication between the Housing First team members 
• Ensure team members are clear about their specific roles and responsibilities, and that 

procedures reflect this 
• Regularly review and develop working practices to ensure the service provision is flexible and 

responsive to customer needs 
• With support from the Director, develop and manage additional formal partnership 

arrangements to meet the needs of customers.  This may include Citizens’s Advice and Ayriss 
Recovery Coventry as an organisation representing people with lived experience.    



Page 3 of 8 

 

• Operate within agreed information-sharing arrangements, which include clear informed 
consent from customers about who has access to their information, and how this is used and 
stored. 

• Understand the drivers and perspective of landlords and be pragmatic in balancing the needs 
of both customers and landlords in sometimes challenging situations 

 
5. To promote Brighter Futures and the Housing First service, and to create and maintain effective 

relationships with stakeholders. 
• To promote the service and encourage referrals from other agencies 
• To promote Brighter Futures and the Housing First service and principles to any other agency 

or organisation in a professional manner 
• Be responsible for creating and maintaining good working relations with commissioners, 

stakeholders, partners and other agencies. 
• Seek to influence the design and quality of services delivered by other agencies, so that they 

meet our customers’ needs 
• To represent Brighter Futures at meetings and report back as appropriate 
• To contribute on behalf of Brighter Futures in public meetings, debates, and conferences, 

having awareness of current developments in local and central government policy 
• To make presentations and attend events as required to staff, customers, commissioners, 

stakeholders, partners and other external organisations 
 
6. To lead, manage, train and support the Housing First team to deliver an excellent service 

• Manage the recruitment and selection of staff, to minimise job vacancies that impact on 
achieving targets and other team members 

• Based on operational requirements, ensure clear delegation of tasks and responsibilities to all 
team members, ensuring roles and levels of authority are clear and adhered to 

• Provide management support to the team, having an understanding of navigation, housing 
management, tenancy support, substance misuse support and peer mentoring. 

• Manage staff performance and attendance in line with their contract of employment and 
Brighter Futures policies and procedures 

• Promote team work and good working relationships by holding regular team meetings which: 
a. Communicate information to the team to ensure they are kept up to date with Brighter 

Futures’ progress and development, as well as changes to policies and procedures 
b. Clarify objectives and engage all members in thinking about and discussing how the 

service can improve and how unmet customer needs can be addressed 
c. Agree and monitor the teams’ plans 
d. Share feedback on the team’s performance against targets and quality standards actions. 

• Support individuals to be motivated, confident and achieve optimum performance by: 
a. Annually conducting an appraisal of past performance and agree a SMART development 

plan. The plan should cover the training required to undertake the current role as well as 
future development needs. It should address issues relating to current conduct and 
performance and promote well-being 

b. Meeting regularly with individual staff supporting them to review their development plan, 
ensure progress is being made and issues resolved 

c. Audit files and observe staff to ensure their practice meets our standards 
 
7.  To discuss, set and review progress against targets and outcomes on a regular basis, highlighting 

best practice and taking corrective actions to ensure that the service meets its targets, develops 
and improves. 
• Agree annual targets with your Director and use these to set targets for individuals and the 

team 
• Monitor the effectiveness and quality of the service to customers, stakeholders and 

commissioners against standards 
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• Ensure appropriate monitoring and reporting arrangements are in place for all funded 
arrangements and that clear, concise reports are submitted in a timely way 

• Ensure that performance reports are available within agreed timescales and in the appropriate 
format 

• Take action in response to any risk that the performance by the team and/or an individual may 
lead to customers receiving a sub-standard service or that you may fail to meet your targets 

• Identify and promote good practice, ensure it is shared widely with colleagues, commissioners 
and stakeholders 

 
 
8. To regularly review and improve systems and practices that deliver an excellent service in line 

with the project aims, Housing First principles, and with Brighter Futures values, policies and 
procedures 
• To deliver an excellent service to our customers in line with Brighter Futures values, policies 

and procedures and to lead and motivate a team which is creative, passionate and achieves its 
targets 

• Referrals are dealt with promptly and in line with our fair access policy 
• That when entering into the service, customers receive the information they need to 

understand and agree to what is being offered 
• Ensure that the service provided meets our standards, cases are regularly reviewed and staff 

receive feedback which helps to improve their performance 
• Review all unplanned exits from the service to ensure the right service was provided and that 

the customer did not experience any conscious or unconscious bias. Learning from the review 
is used to improve training, systems and procedures 

 
 
9.  To effectively and proactively communicate and make sure that accurate information and case 

studies showing best practice and customer outcomes are available for quality assurance, 
performance, marketing and growth purposes. 
• Be a focus for expertise within the organisation about your specific area of activity 
• Ensure that the information you produce is accurate, within required timescales and that it can 

be readily understood and used by those receiving it 
• Seek, evaluate and organise information for use in decision making, problem solving and in 

demonstrating the impact of the service 
• Be aware of the benefits of sharing data AND the constraints of legislation and confidentiality 
• Create systems and agree protocols which allow information to be shared appropriately 
• To identify and apply for additional funding for service development 
• Identify and make use of new opportunities and partnerships to enhance, develop and 

promote the service 
• To support in the contract tendering process 

 
10. To ensure resources are well managed, safe to use, maintained in good condition and waste is 

kept to a minimum.  
• Finances 

a. Agree your budget with the Finance Director in consultation with you and your Director 
b. Control spend in key areas, achieve income targets, monitor your budget to make sure the 

service is delivered within the set limits and report any likely deviations 
• Health & safety 

a. Ensure the scheme complies with internal and external health and safety requirements 
b. Ensure that staff comply with health and safety procedures and report accidents and near 

misses appropriately 
• Equipment and property 

a. Ensure all equipment is properly maintained, available when required, safe to use and in 
good working order 
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b. Ensure all Brighter Futures property is used only for the purpose it was intended for and 
that any loss or damage, deliberate or otherwise is reported immediately 

 
 
 
 
Additional Responsibility:  
On a rota basis - you will take part in a managers on call rota.  
 
Scope: 
Undertake any other duties that may be reasonably requested. 
 
Hours of Work: 
37 hours per week (Flexible hours are a requirement of the post according to the service need)  
 
Salary & Benefits: 
Salary:  £29,517.89 
27 days annual leave plus 8 additional days 
Personal Pension Plan, including life assurance and group income protection 
Health Care Cash Plan 
Occupational Sick Pay 
Staff Counselling Service 
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Person Specification –  Housing First Manager 
 
We want the post holder to demonstrate the following competences to a high level and use them in their 
work.  
 
 Communication & Clarification 
 Creativity, Innovation & Adaptability 
 Commitment & Customer Focus 
 Relationship & Team Working 
 Respect, Integrity & Open-mindedness 

 Accountability, Self-Reflection & Development 
 Managing Change 
 Leadership, Management and Coaching 
 Awareness of Operating Environment 

 
We do need you to use the job application form to demonstrate your capabilities in relation to each of the 
essential criteria’s listed below (addressing each point in order).  Use the answers to show how your 
competencies have helped you achieve positive results.   This will give you the best possible chance of 
being shortlisted. 
 
1. Specific Qualification, Experience and Track Record 
1.1 Degree level or Diploma in appropriate discipline (e.g. Degree in Housing, Degree in Social Care) or 

equivalent. 
1.2 NVQ level 4 or equivalent management qualification or substantial experience in a management 

role 
1.3 Experience of implementing changes  
1.4 Experience in a managing or leading a team  
1.5 Experience of working with people who have complex needs and require support relating to at 

least one of the following: 
• Mental ill-health 
• Offending or at risk of offending 
• Homelessness 
• Substance misuse (drugs and/or alcohol) 

1.6 Experience in the management of contractual arrangements and compliance monitoring. 
1.7 Experience in monitoring and managing budgets. 
1.8 Ability to deliver presentations in a public arena and present Brighter Futures policy, values and 

support methodology  
1.9 Able to establish appropriate networks and good working relationships with colleagues, customers, 

commissioners, stakeholders and partners.  
 
2. Special Knowledge and Requirements 
2.1 Knowledge of a range of policies relevant to working with vulnerable groups and people with 

complex needs. 
2.2 Ability to make operational decisions in line with recognised standards and contractual 

requirements. 
2.3 Ability to solve problems and assess information and situations connected to service provision or 

management of a range of processes. 
2.4 Ability to influence, motivate and lead others. 
2.5 Effective communication skills, oral and written. 
2.6 Knowledge of windows-based software, including Word, Excel, e-mail and the internet. 
2.7 Understanding of project management principles.  
3.8 Ability to think innovatively and open to new thinking in service design and delivery.  
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3. Additional Job Requirements 
3.1 Ability to remain calm under pressure and difficult situations. 
3.2 Must be self-motivated with a positive can-do approach. 
3.3 Strong commitment to equality and diversity. 
3.4 Ability to drive and have own transport. 
3.5 Flexibility to attend training, meetings, conferences etc., outside of normal working hours. 
3.6 Must be able to demonstrate a commitment to our Values. 
3.7 Ability to undertake the physical and mental demands of the role which require some sensory and 

physical co-ordination in an office environment. 
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Core Competencies 
Line Managers 

(Deputy Managers / Operational Managers) 
 

 Descriptor 

Communication and 
Clarification 

Presents clear messages using a range of techniques. Identifies active listening as a 
key component to effective communication. Appropriately influences others.  Is 
concise and persuasive with a wide range of audiences.  Effectively promotes Brighter 
Futures values, purpose and services. 

Creativity, 
Innovation & 
Adaptability 

Proactively sources and develops ideas.  Solves problems, bringing improvements to 
services and resources.  Modifies style and approach to achieve goals and 
effectiveness.    

Commitment & 
Customer Focus 

Committed to and focused on the views and needs of customers and other 
stakeholders.  Ensures that customer needs are at the core of Brighter Futures service 
provision and take a non-judgemental approach to issues.  Remains resilient and 
positive in seeing things through. 

Relationships & 
Team Working 

Develops and maintains positive relationships with a variety of people.  Appropriately 
networks internally and externally for the benefit of Brighter Futures, its services and 
customers.  Displays self-awareness, respect and integrity in all relationships.  

Respect, Integrity & 
Open Mindedness 

Understands and works within Brighter Futures commitment to equality and diversity.  
Respects and values the diversity of colleagues, customers and the wider operational 
environment.  Understands and respects other people’s points of view.  Demonstrates 
commitment to enhancing and developing Brighter Futures services in line with 
principles of equality and diversity. 

Accountability, Self-
Reflection  & 
Development 

Takes ownership, meets responsibilities and honours commitments.  Is open and 
committed to continuous development.  Applies new information and learns from 
experiences.  Shares knowledge and learning and recognises own strengths and areas 
for development.  Is open to receiving feedback about own performance. Can identify 
and discuss own mistakes and failings and takes steps to rectify them to improve 
performance.  Presents a calm, competent and professional image to customers and 
other employees. 

Managing Change 

Is proactive, responsive and adaptable.  Translates plans for change into operational 
plans, developing and managing the process for optimum results.  Appropriately 
responds to and effectively manages and engages others through change.  
Constructively and appropriately challenges change appreciating Brighter Futures 
need to remain flexible and break from tradition for the benefit of the customers and 
the mission of the organisation.  Remains resilient and sees things through and is able 
to remain effective under pressure.   

Leadership, 
Management and 
Coaching 
(Managers Only) 

Leads, inspires and engages staff to own and deliver on Brighter Futures vision and 
goals.  Sets a strong example for other staff to follow.  Establishes and communicates 
clear performance goals, standards and expectations at all levels, identifies and 
produces reliable factual evidence of progress against these.  Gives regular feedback, 
coaches and supports others to develop to their full potential. Efficiently identifies 
and resolves conflicts within relationships to prevent disagreements from arising.  

Awareness of 
Operating 
Environment 
(Managers Only) 

Demonstrates awareness and understanding of Brighter Futures position within the 
external environment for services and funding.  Actively puts in place plans, and 
encourages ideas from staff, to save money, enhance efficiency and maximise income 
and implements appropriate plans to meet challenges. 

 
 
 
 
 


