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Job Description Form
Property Service Team Leader 

Position Details	
Position Number:		Generic
Classification:		Level 5
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Housing Services 
Location:			Metropolitan and Regional WA
Classification Date:	October 2017
Effective Date:	August 2025

Reporting Relationships
This position reports to:
Manager Property Maintenance, Level 6
Manager Housing Services, 015005, Level 6

Positions under Direct Supervision:
This position supervises a small team and oversees project resources as required.




Role Statement
This position is responsible for managing the coordination and delivery of quality Asset Management services through supervising and providing leadership to an allocated number of Property Services Officers. 
The role assists the Manager Property Maintenance by acting as a mentor to guide Property Services Officers and implement, maintain and enhance asset management and customer service standards.
This position reports to a Regional Manager within the Metropolitan Region as part of the Asset Management Portfolio within Housing Management Services. There is daily contact with the Department’s maintenance contractors, ongoing contact with departmental staff at a range of levels, and with tenants, face to face, by phone and in writing.
Housing Management Services will play its part in building better communities by:
· [bookmark: _Hlk131491089]OUTCOMES: Establishing mutually responsible relationships with our customers to promote positive and sustainable social housing outcomes;
· SOLUTIONS: Understanding our customers through effective assessment, and matching housing solutions to their needs;
· SUPPORT: Being attuned to our customers’ existing and emerging needs, and activating appropriate support services;
· [bookmark: _Hlk131491176]FAIRNESS: Consistently promoting and applying the principles of substantive equality, natural justice and procedural fairness;
· IMPROVE: Engaging with our customers and stakeholders to help us continuously improve our products, services and processes.
Housing Management Services manages approximately 39,000 tenancies across the State. Government Regional Officers Housing (GROH) and Community Housing (rental housing managed by local Government or non-Government not-for-profit organisations) and bond assistance (interest-free loans to obtain accommodation in the private rental market) fall under Housing management, with close links to Aboriginal Housing. 
The Department - Housing also has a strong focus on providing home ownership opportunities to Public Housing tenants.


Key role responsibilities:
30% Mentoring: providing feedback, coaching and proactive support to Property Services Officers in their development and career growth opportunities; communicating and consulting regarding workplace issues and changes; fostering a safe working environment and safe work practices; providing a supportive work environment that recognises and values staff diversity, abilities and contributions.
30% Training: managing the application of departmental policies, initiatives and systems through the review of team processes and the training and support of staff.
20% Asset Management: liaising, face to face, by phone and in writing, with maintenance contractors, consultants, customers and a range of people in our agency.
10% Supervision: ensuring key performance indicators are met by monitoring and reporting on team outcomes and taking appropriate actions to resolve issues identified.
10% Development: working in a way which fits with our practices, policies and values, coaching and mentoring others, keeping your skills and knowledge up to date, identifying opportunities for improvement.



Position Duties and Responsibilities

1.	Customer Service
1.1	Promotes the Department’s Customer Service Charter and Housing Management Services’ guiding principles. 

2.	Mentoring 
2.1	Provide feedbacks, coaching and proactive support to Property Services Officers in their development and career growth opportunities. 
2.2	Effectively communicates and consults in regard to workplace issues and changes. 
2.3	Briefs all Property Services Officers, regional staff and maintenance contractors on the Regions and Department’s approval strategies. 
2.4	Fosters a safe working environment and safe work practices. 
2.5	Provides a supportive work environment that recognises and values staff diversity, abilities and contributions. 

3.	Training 
3.1	Manages the application of departmental policies, initiatives and systems through the review of team processes and the support of staff. 
3.2	Delivers training to staff on departmental policies, initiatives and systems. 

4.	Supervision 
4.1	Ensures a shared understanding of roles and performance expectations. 
4.2	Monitors and reviews Key Performance Indicators and team outcomes with the responsibility to initiate and implement appropriate strategies to address any issues proactively, including:
· assisting with the preparation of responses to Ministerial, Parliamentary and Executive enquiries;
· reviewing Property Services Officers project management strategies and outcomes;
· assisting the Manager Property Maintenance in the review and development of budgets as they apply to vacant dwellings. 

5.	Asset Management
5.1	Assists the Manager Property Maintenance implement, maintain and enhance the Regional Asset Management Plan including:
· assessing project profiles for refurbishments and briefs for the engagement of consultants;
· evaluating the specifications for the refurbishment of vacant properties;
· authorising expenditure on projects in accordance with delegated responsibility,
· undertaking quality assurance on service levels through contract administration, carries out property inspections to ensure maintenance and minor works comply with organisational and legislative requirements; 
· represents the Department at meetings, forums and working parties as required; 
· assists the Manager Property Maintenance enhance the Region’s Asset Management Plan; and
· maintains awareness of new developments in construction and building techniques and materials.
5.2	Assists the Manager Property Maintenance in developing new asset management, customer service and quality assurance strategies. 

6.	Other 
6.1	Promotes and apply equal opportunity principles and diversity practices, adhere to WHS standards, and ensures compliance with departmental policies and guidelines. 
6.2	Contributes to the Regional Management team in operational and strategic planning. 
6.3	Investigates and provides information and statistics on asset management issues for management reporting or in response to Ministerial enquiries. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.

Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Leading and developing a customer-focused team, using mentoring, coaching and training techniques. 
2.	Promoting continuous improvement and innovation. 
3.	Conducting risk and cost-benefit analysis to inform strategic asset management decisions. 
4.	Negotiating effective outcomes with trade and professional partners, property owners, Government and private sector personnel, including regional management and local Members of Parliament. 
5.	High level communication skills including the ability to prepare analytical reports on scopes of works for projects and briefs. 
6.	Guiding your team in applying project management skills and techniques. 

Desirable Work-Related Requirements (Selection Criteria)

1.	Broad knowledge of public housing operations, policies and procedures in a Regional context.

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	The occupant of this position must have the ability to travel to and work in various Department offices in the Perth Metropolitan Area in response to organisational requirements. 
3.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs. This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department. 
				       			
	Property Service Team Leader, Generic, Level 5
	Page 2 of 9



image1.png
Government of Western Australia
Department of Housing and Works





