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Manager – NHB Office
	Directorate
	NHB

	Team
	NHB Office

	Reports to
	Head – NHB Office

	Direct Reports
	N/A




[bookmark: _Toc148102402]Job purpose 
	Reporting direct to the Head – NHB Office, the role holder will be part of a small team to provide support to the NHB Chief Executive Officer and the Executive Leadership Team (ELT) in meeting the National Housing Bank business plan targets and wider Agency strategic objectives.

The role holder will be responsible for supporting the Head – NHB Office in delivering the team's business priorities. The main function of the team is to support the delivery of the NHB’s business objectives and priorities and provide business management support to the NHB CEO and NHB ELT.

The role holder will build close collaborative relationships with key stakeholders within the Agency to help shape future operations.  Sharing information as required to improve business planning for both the Agency and NHB; working in collaboration with other ‘business management’ functions in the other directorates.   

They will establish their own network, fostering and maintaining close working relationships with key stakeholders within the Agency, working in an agile and flexible way to support the mission-based approach of Homes England and the National Housing Bank.  



[bookmark: _Toc148102403]Key accountabilities and responsibilities
· Support the Head – NHB Office to deliver the team's business priorities and acting as a role model for the Agency's ways of working collaboratively across multifunctional teams and embracing change positively.
· Support the Head – NHB Office to deliver on its objectives, build its capability and develop a reputation for delivering excellent service to internal and external stakeholders.   Provide an efficient service to the NHB ELT and where required, adhering to the governance and management frameworks that may be in place.   
· Be responsible for coordinating and contributing to the smooth running of business priorities, such as monthly Senior Management Team (SMT) meetings including organising and supporting the meetings with agendas.
· Support the Head – NHB Office in providing an effective channel of engagement, ensuring that the NHB business and wider Agency are kept informed of progress against our business priorities, initiatives and seek opportunities to celebrate our successes. 
· Support the creation of onboarding, induction and learning and development activities and materials. Ensuring they are relevant and continually up to date.
· Produce, analyse and enforce policy compliance across the NHB and provide relevant MI to the NHB CEO and ELT
· Take ownership and drive activity related to colleague engagement surveys, including ownership of the overall action plan and taking a creative approach to the people engagement comms plan.
· Develop an annual learning and development and communications calendar and ensure that events are set and planned for in advance and communicated.


[bookmark: _Toc148102404]Key Qualification, knowledge and experience
· Demonstratable experience as a business manager, ideally within a financial services environment
· Ability to work at pace and prioritise workloads and resources effectively
· Establishing good management practices that drive team cohesion and unity of purpose.  Has high attention to detail and aspires to provide a high level of service.  
· Expert verbal and written communication skills and ability to build close collaborative relationships with key stakeholders at a senior level across the agency to help shape future operations.  
· Ability to adapt to a changing environment.  Experience of working with multi-disciplinary teams, establishing good management practices that drive unity of purpose.  Proven experience in establishing a continual improvement of business process.

[bookmark: _Toc148102405]Values and key behaviours
Homes England colleagues are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility.
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Respectful

As the core principle,
this runs through

all our values and
behaviours
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Impactful

We combine our
commercial expertise
with social purpose to
deliver value for
money and maximise
our positive impact

Accountable

We are empowered to
lead by example, take
responsibility for our
actions and speak up
for what’s right

Innovative

We are bold, creative
thinkers who embrace
change, never stop
learning and always
look for a better way
to do things

Inclusive

We recognise and
value everyone as
individuals and draw
strength from our
differences

Collaborative

We share information,
align priorities, and use
our collective
knowledge and
experience to achieve
great results





