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	Job Title

	Business Support Coordinator 

	Function 

	Housing Management

	Department/Team

	Housing 

	Reports to

	Housing Lead

	Direct Reports

	Not Applicable

	Dimensions (budget, people span of control)
	Not Applicable

	DBS Check Level Required

	Adult

	Grade/Job Evaluation Level

	C

	Salary Banding

	£25,883 – £27,245

	Created/Reviewed date

	25/3/2025



	[bookmark: _Hlk181184006]You will be working for 
(Description of Waythrough and specifics of Service/Function/Office)




	
Waythrough launched in October 2024 following the merger of Humankind and Richmond Fellowship (RF). Aquarius supports people in the Midlands affected by substance use or gambling. It was a subsidiary of Richmond Fellowship and is now a subsidiary of Waythrough.

We are specialists in mental health, alcohol, drugs and related areas. We provide high quality, evidence-based services, which are designed around the needs of the people we support. Our vision is to break down the barriers that stop people getting the support they need to live a life they value.

Our values underpin everything we do – from how we work together through to how we design and deliver services. All our work to fulfil this vision is strengthened by our values.
· Kindness: be generous, caring and compassionate.
· Courage: be bold, trust, commit.
· Respect: everyone deserves dignity.






	Purpose of the Role


	
The Business Support Coordinator will provide essential administrative and operational support to the Housing Management function. You will play a key role in ensuring that housing services run smoothly by managing data, coordinating key processes, and supporting the housing team with their operational requirements.




	Key Accountabilities 
(List of accountabilities specific to this role)


	
Supporting Housing Management Operations:
• Provide administrative support for tenancy management, rent processes, and compliance monitoring.
• Assist in updating and maintaining housing records, including occupancy agreements, arrears reports, and property inspections.
• Support the housing team in preparing for audits, regulatory returns, and compliance checks.
• Monitor key housing-related deadlines, such as occupancy renewals, rent reviews, and compliance reporting, ensuring timely action.
• Assist in the coordination and implementation of housing projects, including system improvements and process enhancements.




	[bookmark: _Hlk181196428]General Accountabilities 
(List of accountabilities applicable to all roles)


	
Systems & Data Management:
• Become an expert in the housing management system, supporting staff in its use and ensuring accurate data input.
• Extract, analyse, and present key housing data, including arrears trends, occupancy rates, and compliance statistics.
• Use data visualisation tools such as Power BI to create reports for the housing team and senior management.
• Ensure all housing-related databases are maintained and updated, supporting accurate reporting and decision-making.







Facilitating Meetings & Forums:
• Take minutes for key housing management meetings, ensuring action points are recorded and followed up.
• Prepare and assemble relevant papers and reports for meetings, including performance reviews and compliance updates.
• Support the preparation and delivery of team forums and training sessions for housing staff.

Administrative & Organisational Support:
• Support the processing of invoices, ensuring housing-related payments are managed efficiently.
• Assist with Health & Safety compliance for housing services, including property safety checks.
• Organise and maintain housing-related filing systems, ensuring documents are accessible and up to date.

Professional Development & Teamwork:
• Work collaboratively across housing and operational teams, promoting a ‘One Team’ approach.
• Keep up to date with housing sector developments and regulatory changes.
• Develop leadership skills by leading on specific housing-related projects.




Person Specification

	Qualifications
	Essential or Desirable

	Level 3 or 4 Chartered institute for housing or willingness to work towards it.
	D



	Skills 
	Essential or Desirable

	Strong administrative and organisational skills with attention to detail.
	E

	Ability to manage multiple tasks and deadlines efficiently.
	E

	Excellent communication and interpersonal skills.
	E

	Ability to work independently and as part of a team.
	E

	Knowledge of housing management systems and compliance requirements.
	D





	Experience 
	Essential or Desirable

	Experience managing data, preparing reports, and using Excel or similar tools.
	E

	Experience working in social housing or a related field.
	D

	Experience using Power BI or other data visualisation tools.
	D

	[bookmark: _Hlk193788595]Experience in record keeping and reporting, maintaining accurate records. 
	D
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