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We’re here to help get people to a better place
Since 1973, Tyne has stood by the North East’s most vulnerable
people. Through our housing, support, healthcare, training and
investment in communities, we help get people to a better place.

Better support
Support from Tyne starts with the relationship, no two people are the
same, so we lead with progressive and individual support. It could be
finding a home, breaking an addiction or building skills for the future,
we can provide stability, safety and straight-talking guidance.

Better opportunities
Beyond helping individuals, we invest in the region and in our
communities. Our independence empowers us to work with an open
mind, embracing new opportunity that can influence change and
transform lives.

Better together
Our belief in people is at the heart of everything we do. We are there
when people need us most because we see potential in every person.
It is our team who put our belief into action and go the extra mile,
giving everyone a chance to get to a better place.

Who we are



We believe in people
We believe in their strength, willpower and courage.
We believe in each other, in those we support and in our community.

We won't give up
We stand by our region's most vulnerable people, we believe that
everyone deserves a chance to get to a better place.

We activate change
We are a catalyst for change, supporting small steps that lead to
bigger transformations.

We're better together
We invest in our region and our communities.
We’re serious about progress and take pride in our relationships.
We work with an open mind and embrace new opportunity.

Our Values



Recruitment Pack:
Housing Management Worker

Tyne has was founded in 1973 and since then we have been supporting
some of the most vulnerable people in our community to gain greater
independence and get their lives back on a firmer footing.

Many of our clients are, or have been, homeless, and they suffer from a
range of problems such as mental health issues, difficulties with
addiction, and exclusion from mainstream housing.

You will work with our Support Workers, helping our residents back to
independence. The main aspects of your role will be ensuring the
properties are safe and in good condition, by regular inspection and
working with our specialist contractors. You will be ordering repairs,
arranging access, monitoring contractor performance and inspecting
work carried out.

You will also have a role in supporting the Housing Manager to deal with
rent arrears, anti-social behaviour, and other issues connected to
ensuring residents abide by their occupancy agreements.

It is a busy, rewarding job, perfect for someone who wants to get some
experience of working within a supported housing environment.



Job Description
Job Title: Housing Management Worker

Responsible to: Housing Manager

Location: North Tyneside/Newcastle

Job Purpose: With the support and guidance of the Senior
Supported Housing Officer and the Housing
Manager provide an intensive housing
management service to vulnerable residents
with a range of needs.

To support every resident to get to a better place
and secure the best possible outcomes for them
in terms of accommodation, employment,
training, qualifications, and general wellbeing.

To ensure that our properties are safe, attractive
places to live by carrying out health and safety
checks, fire alarm testing, ordering and
coordinating repairs, and dealing with
contractors.

Main Duties:

1. Assist the Maintenance and Compliance officer in carrying out
Health & Safety inspections including all fire safety and alarm
checks, Legionella checks and water flushes, and inspections of
rooms, flats, and communal areas.

2. Ensure void properties are turned round as quickly as possible,
including ordering all furniture, soft furnishings, and other items as
required.

3. Work with the Maintenance and Compliance Officer to ensure that
repairs are reported promptly

4. Monitor the performance of contractors, ensure that all necessary
access is arranged, that repairs are completed within agreed
timescales, and that the quality of repairs is of an acceptable
standard.

5. Where Tyne acts as a Managing Agent, work with the superior
landlord to resolve issues involving repairs and maintenance and
management of occupancy agreements.
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6. Carry out regular property inspections looking at the overall
condition of the property, cleanliness, repairs and maintenance,
including any external or communal areas.

7. To provide advice and assistance to residents on tenancy or licence
matters, welfare benefits, and internal transfers and rehousing when
required.

8. Ensure that residents have all the correct information to understand
the requirements of their occupancy agreements and what rights
and responsibilities they have when required.

9. Where required to deal with any breaches of occupancy
agreements and work with the Supported Housing Officers, Housing
Manager, and Deputy Head of Housing to manage these breaches
and resolve disputes.

10. When required to work with the Housing Manager and Supported
Housing Officers to manage rent and service charge payments,
taking early and preventative action to minimise arrears.

11. Where necessary, work with the Supported Housing Officers and
Housing Manager to enforce the conditions of the occupancy
agreement for non-payment of rent or any other breaches.

12. To understand the role of the Learning and Wellbeing Manager and
to promote opportunities for residents to influence the services they
receive, as well as getting involved with projects that could aid their
progression as individuals.

13. Deal with complaints in line with Tyne Housing’s procedures.

14. Contribute to the development of policies, procedures, and best
practice.

15. Follow Health and Safety procedures at all times.

16. Keep accurate records.

17. Adhere to Tyne Housing’s policies and procedures regarding GDPR
and client confidentiality.

18. Adhere to Tyne Housing policies and procedures on safeguarding.

19. Work in a multi-agency manner by cultivating contacts with other
relevant agencies, attending external meetings, and in general
promoting the work of Tyne Housing.
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20. Work effectively within the Housing Team to meet set targets, and
deputise for other team members as required.

21. Attend any training which may be deemed necessary for the role

22. Work outside of office hours as part of an on-call rota, for which an
additional allowance is paid.

23. Any other duties which may be appropriate to the role.
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Person Specification
Essential skills and experience:

(to be evidenced at application and interview).

● Competent in using IT systems for record keeping and seeking
information.

● Empathy
● Communication and listening skills
● A commitment to the values of Tyne

Values are at the core of Tyne Housing.

As an employer, we will provide exceptional skills training and personal
development opportunities to all of our people.

If you have experience in a similar role or organisation you may wish to use
examples from that experience, but we are just as interested in people who
may not have direct experience but share our values and our commitment
to making a difference.

We encourage applications from people who can demonstrate to us, and
to the people who use our services, the following key behaviours;

Our Purpose: We’re here to help people get to a better place.

Core value Key behaviours for all staff
and volunteers

Key behaviours for
line managers

We believe in people

We believe in their
strength, willpower
and courage. We
believe in each other,
in those we support
and in our
community.

Good listening skills

Comfortable
communicating with a
wide range of people

Approachable

Ambitious for our people
and our local
communities

Empathetic

Respect for the
team

Active listening skills

Understanding of
work and personal
life

Supportive
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We won’t give up

We stand by our
region’s most
vulnerable people, we
believe that everyone
deserves a chance to
get to a better place.

Respectful

Resilient

Passionate about the work

Honest and truthful -
straight talking

Tenacious - getting things
done

Builds confident
teams

Instils positivity

Instils self belief

Seeks to
understand
underlying issues

We activate change

We are a catalyst for
change, supporting
small steps that lead
to greater
transformations.

Appreciates the role of
safety and stability as
foundations for positive
change.

Promotes access to
opportunities

Creative and flexible
approach

Builds trust

Can challenge in a
positive way

Positive about
change

Leads by example

Move forward
attitude

Inspirational

We’re better together

We invest in our
region and in our
communities. We’re
serious about
progress and take
pride in our
relationships. We work
with an open mind
and embrace new
opportunity.

Belief in partnerships

Takes pride in our work

Values all roles in the
team

Take responsibility for
each other - going the
extra mile

Reflective - learning from
each other

Outward looking

Looks to the whole
system

Promotes our work
externally

Learns from best
practice.
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Terms and Conditions
Annual remuneration: £20,754-£22,341

Hours of work: 37.5 hours per week

Annual Leave: 26 days

Notice Period: Four Weeks

Additional Benefits:

● Personal training and development planning
● 26 days holiday rising to 30 days after 5 years of service.
● Your birthday off
● A generous pension scheme
● Death in service benefits
● Full service employee assistance programme
● + much more

Specific terms and conditions will be as stated in the Terms and Conditions
of Employment document

Tyne is an accredited Investor In People and Equal Opportunities employer
as well as holding a silver Better Health At Work Award.

This post is subject to an enhanced Disclosure and Barring Check.
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How to apply

To apply for this role please ensure you have taken the time to read
through the job description and person specification before completing
your application.

Please note, we accept CVs with a covering letter or completed application
form which can be downloaded from our website
www.tynehousing.org.uk/vacancies or you can request a copy by emailing
info@tynehousing.org.uk or calling reception on 0191 265 8621.

Completed applications can be sent via email to info@tynehousing.org.uk
with the subject line ‘Housing Management Worker’ or posted to our head
office at: Tyne Housing Association, St Silas Church Building, Byker,
Newcastle Upon Tyne, NE6 1PG.

Closing date for applications: 5pm Monday 1st August 2022.

Tyne HA is a registered society under the Co-operative and Community
Benefits Societies Act 2014 number 21011R and is a charitable housing
association
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