HANOVER HOUSING GROUP
JOB DESCRIPTION 
TITLE: 
Service Charge Manager
SALARY BAND:
4
REPORTING TO:

Finance Manager – Financial Services
RESPONSIBLE FOR:
           1x Service Charge Accountant, 1 x Lead Service Charge Analyst,
3 x Service Charge Analysts
PURPOSE:
Deliver excellent service charge accounting services on behalf of residents and the business
LOCATION:


St Neots (with occasional UK travel)
PRINCIPAL DUTIES AND RESPONSIBILITIES
a) Manage the monthly, quarterly and annual timetables and delivery of service charges actuals, forecasts and budgets  for all estates in the Hanover group which:

i)  comply with applicable regulations,

ii)  provide the business with appropriate information  to control costs and report to residents
iii) maintain necessary financial records – management accounts and year end accounts

b) Manage, develop and appraise direct reports.

c) Act as business expert on service charges, be aware of all future regulation changes and understand the impact on Hanover and residents.

d) Train and induct new members to the group on service charge process and where appropriate present on service charge issues to residents

e) Benchmark service charges across Hanover and external organisations
f) Continually challenge and develop process for Service Charges within Hanover using expert knowledge.  Re-engineer processes and presentation of information.

g) Manage scheme asset registers and process for monthly accounting and forward planning of charges to residents in conjunction with Fixed Asset accountant and Facilities Management accountant.
h) Develop and manage implementation of efficient processes/systems/models to ensure accurate, timely information provision in customer friendly format

i) Provide support on service charges to Business Accountants and housing services  where appropriate through liaison with housing / finance partnership
j) Manage the leasehold schemes year end audit process to ensure a clean annual audit

k) Uphold and promote the principles of quality customer service, continuous improvement, value for money and equality & diversity at all times
l) Ensure familiarity with the Group’s health & safety policies and procedures, in particular any procedures relevant to the job
m) Maintain comprehensive documentation for Service charges

	JOB TITLE:                      SERVICE CHARGE MANAGER

LOCATION:                     ST NEOTS



	SPECIFICATION
	ESSENTIAL
	PREFERRED

	JOB KNOWLEDGE AND SKILLS

1. Excellent data management and analytical skills.
2. Experience of financial modelling tools

3. Ability to manage and manipulate large volumes of data

4. Ability to manage a team to deliver to tight deadlines

5. Awareness of the principles of value for money

6. Strong communication skills
	X

X

X

X

        X

X
	

	EDUCATION,QUALIFICATIONS,

1. Good level of general education including numeracy and literacy. 
2. Qualified ( CIMA, CIPFA, ACCA) or equivalent or QBE.
3. Willingness to undertake further training.
	X

        X
X
	

	EXPERIENCE

1. Working within a Housing Association

2. Good experience of service charge and leasehold legislation

3. Experience of working in a fast-changing environment

4. Experience of delivering quality customer service and value for money within a performance-focused organisation
	X

X
	X

X

	PERSONAL ATTRIBUTES

1. Able to establish and maintain contacts and relationships with a diverse range of people

2. Delivery orientated with strong attention to detail.

3. Responds well in a performance-focused environment

4. Strong verbal and written communication skills

5. Able to work on own initiative

6. Strong customer focus
	X

X

X

X

X

X
	

	OTHER REQUIREMENTS

1. Willingness to travel to meetings in other locations.
2. Full driving licence.
3. occasional overnight stays
	X


	X

X



