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	Dept:    Advice & Community Services
	Section:       Housing Advisory Service

	Post No:    
COAC03006
	Designation: Select Move Co-Ordinator    


	Grade: 7 

(SCP 17 – 20)



	Purpose of Job: To Co-Ordinate and lead on the work of the Select Move partnership across Preston, Chorley and South Ribble and be responsible for the effective oversight of the choice-based lettings system.


	Main Duties/Responsibilities:

· To set the agenda and chair the regular partnership steering group and operational group meetings and any other ad hoc meetings, as required.

· Lead on negotiating membership of the partnership for new providers.
· Provide regular reports for the partnership covering registration of applications through to letting of properties.

· Provide reports on the banding quotas of lettings for each partner.

· Monitor performance targets as agreed by the partnership and provide support with corrective action where necessary. 

· Provide training and support for new and existing users, including ongoing provision of support to the dedicated Select Move operational lead for each partner organisation.  
· Be the point of contact with the software provider for account enquiries and system enhancements.

· Be the first point of contact for system faults to avoid duplication of fault reporting to the software provider and feedback to the partnership any communication regarding faults from the provider.
· Ensure partnership agreements and procedure documents are regularly reviewed and updated where required.

· Update the Select Move website as required. 

· Carry out customer satisfaction surveys online, through user group meetings and system testing. 

· Provide timely and informed updates to the partnership on new legislation and case law concerning allocations.
· Support partners with responses to enquiries, complaints and review requests to ensure consistency of responses across the partnership.

· Take responsibility for improving your performance by participating in the Performance Development Review process with your manager.

· Attend mandatory training associated with role and develop relevant knowledge and skills.

· To promote and comply with Preston City Council’s obligations under the Equality Act 2010, health and safety regulations and other corporate policies, both in the delivery of the service and the treatment of others.

· To carry out any other duties which are consistent with the nature, responsibilities and 

grading of the post

NB:  The Council is an equal opportunities employer and service provider.  The Council has a statutory duty to promote equality. All employees must be aware of that duty and work to the Council’s equality standards.



	In addition, other duties at the same level of responsibility may be allocated at any time           

                                                                                                                                      Date Produced: February 2024
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