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[bookmark: _Toc148102402]Job purpose 
The Cladding Safety Scheme seeks to provide financial support, where recovery has not been possible from those responsible, to enable the remediation of eligible buildings with cladding systems which present an unacceptable life-safety risk. 
 
We aim to improve the lives of eligible, affected leaseholders by providing them with more certainty and less worry about the safety and financial burden of their property and restoring confidence in the market. 
 
You will be working as part of our Stakeholder team to build a productive and effective working relationship with our external delivery partners and the wider remediation sector beyond to ensure the smooth delivery of the programme.
 
With a demonstrable commitment to delivering excellent service, you will play an important role in supporting the delivery of the programme through a range of tasks to support the wider team and ensure that we are working effectively and third-party support is optimised.   
 
With a commitment to collaboration and agile working you will support the CSS team and our delivery partners to learn and embed principles of continuous improvement in all areas of work, learning and iterating to ensure we maximise delivery and the impact of the programme.  
 
Key relationships
CSS team, the wider Homes England support structure, external stakeholders including delivery partners, local authorities, Fire and Rescue Services, Mayoral Strategic Authorities, Ministry for Communities, Housing and Local Government, Building Safety Regulator, Local Government Association, National Housing Federation etc.

[bookmark: _Toc148102403]Key accountabilities and responsibilities
1. Working with the Stakeholder team to build and maintain long-term and productive relationships with external stakeholders to help promote key programme messages and objectives with the building remediation sector.  
2. You will support the team with day-to-day administration tasks including setting up meetings, preparing meeting papers for meetings, collating data, taking actions & minutes at meetings, ensuring good discipline to online filing structures.  
3. You will work with the Stakeholder team to ensure that external engagements are recorded in line with corporate expectations on our Customer Relationship Management system (CRM).  
4. You will support the Senior Manager Stakeholder with the administration of the stakeholder pipeline and maintenance of the CSS stakeholder strategy. 
5. You will support the Manager Stakeholder & Engagement with the CSS investigation known as the Pull in, where you will need to become familiar with the data, processes and system for managing the ruling out of buildings under investigation.  
6. You will provide support for the 2nd Manager Stakeholder & Engagement with internal and external communications work, preparation of slide decks, guidance updates, data collation and other associated tasks. 
7. Provide effective coordination and communication on ad-hoc priorities across the team as required. 
8. Support the wider team in assurance and risk management activity, surfacing and escalating issues as they arise and playing an active part in mitigation of risks and responding to outcomes of assurance and audit activities within the team. 
9. Analysis and Planning - Makes informed decisions, thinking ahead to anticipate consequences and risks of key decisions. Ensures and maintains a reputational impact awareness.
10. Networking and Influencing - Ability to develop robust relationships with and inﬂuence key internal and external stakeholders to successfully deliver the programme priorities. 
11. Relationships with third-parties are operating well and meetings are well serviced and effective.  
12. Ensure availability of good quality data to support delivery of the stakeholder engagement strategy and the pull in. 
13. To demonstrate the key behaviours aligned to the Homes England Way in day-to-day interactions with internal and external stakeholders.  
14. Setting an example for colleagues on the importance of a culture of fairness, inclusivity and dignity. Recruiting and building teams with different experiences and backgrounds. Demonstrating a willingness to understand how Equality and Diversity can impact the ways our services and programmes are achieved.  
15. Learning - Encouraging colleagues to see problems as temporary and resolvable by focusing on learning from experience and finding a new approach. Proactively demonstrating key behaviours aligned to Homes England’s framework of values and behaviours.  

Homes England Employees are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility.

[bookmark: _Toc148102404]Key skills, knowledge and experience
 Essential: 
· Experienced in working in a high profile and fast paced environment 
· Attention to detail and skilled in managing and analysing complex data (excel) and proof reading
· Communication skills – ability to communicate effectively with a range of audiences 
· Developing and maintaining productive relationships with internal and external stakeholders, knowing who to go to and how to get things done
· Proactive in identifying issues, risks and emerging problems  
· A team player, willing to work flexibly across the team to deliver the objectives of the programme 
· Using communication, influencing skills to progress complex situations and achieve results.  Applying the highest standards in the management of public money and translates customer and operational feedback into strategic improvements
Desirable:
· Public sector / social sector experience, in particular housing background advantageous.

[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





