Trust Manager Position Description
The Trust Manager reports to the Board of Trustees of the Trust ACHT and is responsible for managing the overall operation of the Trust with a focus on the implementation and development of the Trust's strategic plan and policies. The Trust Manager works alongside our Finance Manager and Tenancy Manager.

The Trust undertakes its activities with a people centered focus, prioritising the needs of our tenants, service providers and other stakeholders. 

The vision, values and strategic priorities reflect the desire of the Trust to:
1. Support tenants to have maximum choice and autonomy in the selections and management of their housing.
2. Act with a sense of fairness, honesty and social justice.
3. Provide decent housing which is secure, healthy and suitably located.
4. Operate in a way that can be sustainable over time, considering affordability for clients, and the financial viability of the Trust.

Duties and responsibilities include:
1. Formulating policies.
2. Managing relationships with key partners and stakeholders.
3. Ensuring the Community Housing Regulatory Authority (CHRA) Performance Standards and guidelines are followed and maintained. Including preparing and submitting the annual CHRA report.
4. Also ensuring the requirements of the contracts with the Ministry of Social Development (MSD) are met and maintained.
5. Coordinating and managing the Trust’s insurance requirements and annual policy renewals.
6. Act as Board Secretary for bi-monthly board meetings and the Trust’s Annual General Meeting (coordinating meetings and minutes).
7. Managing operations with awareness of financial implications, managing service and supply agreements with other providers, and planning and managing Trust resources including property and materials.

Responsibilities

· Direct and coordinate the operations of the Trust at both strategic and operational level.

· Provide prompt, accurate and full information to the Board to support its governance and strategic planning and to act as Board Secretary.

· Support the financial performance and operation of the Trust, in conjunction with the Financial Accountant.

· Support the Tenancy Manager by maintaining a strong understanding of the Trust's properties, tenants, and ongoing tenancy management activities, ensuring awareness of key issues, relationships, and operational requirements.

· Lead and manage relationships and contracts with the Trust 's key partners and stakeholders including CHRA, MSD, Community Housing Aotearoa, Community Groups, Banking Providers and Insurance Brokers etc.

· Review financial statements, occupancy reports, or other performance data to measure goal achievement, and to identify areas needing cost reduction or programme improvements.

· Direct administrative activities related to the operations of the Trust, monitoring regularly the performance of the property and tenancy management portfolios and functions.

· Monitor suppliers to ensure that they efficiently and effectively provide the necessary goods or services within budgetary limits.

· As a registered Community Housing Provider, the Trust is required to demonstrate that it is operating to the regulatory standards as a social housing landlord and will enable the Trust to negotiate with MSD to receive Income Related Rental Subsidy contracts which will contribute to overall financial viability.

· Further developing the infrastructure and systems required to support and maintain registration as a Class 1 Social Landlord.
· Provide leadership and guidance for all Trust providers.

· Ensure that all contractors are trained and aware of the Trust's social housing obligations.

· Ensure workplace health and safety is managed successfully.

· Supervise electronic and written record-keeping activities e.g. databases, on-call logs, incident reports, case notes and files on an as required basis. Provide data for written reports requested for internal purposes and for funding sources.

Key Stakeholders
Internal: Board of Trustees, Financial Accountant and Tenancy Manager

External: Tenants, Government agencies, Community Groups and other Service Providers

Key Competencies

	Integrity and accountability
	· Portrays a professional image to customers (internal and external) and actively supports the organisation's initiatives.

· Maintains a high standard of ethical practice, remaining fair, honest, reliable and trustworthy in dealings with all people.
· 
· Demonstrates loyalty to organisational vision and values.

	Collaboration
	· Values inputs of others, supports shared accountability for achievement of organisational objectives.
· Actively connects with key stakeholders.

	Planning and organising
	· Identifies the sequence of tasks and the resources needed to deliver those outputs.
· Prioritises key action steps and anticipates the impacts and risks of decisions and actions.
· Creates realistic schedules for projects; evaluates progress against schedules and goals.

	Communication
	· Can effectively communicate technical information.
· Is clear and concise when communicating with others.
· Modifies communication style and messaging to suit the context.
· Actively listens and seeks clarification when needed.

	Influence and mediating skills
	· Easily gains trust and support of others.
· Builds effective relationships, leveraging those relationships to deliver business results.
· Collaborates with others to achieve business objectives.
· Ability to "defuse" difficult situations and mediate between conflicting parties.

	Cultural awareness
	· Appreciates importance of Māori tikanga and acknowledges the Treaty of Waitangi/Te Tirito o Waitangi and its relevance to Māori in Aotearoa/New Zealand.
· Understands and respects cultural practice.
· Takes advice on matters which require sensitivity to ensure appropriate organisational representation.
· Champions and promotes inclusion in outputs.

	Resilience
	· Demonstrates a high level of persistence to overcome obstacles, remains strongly motivated to achieve organisational objectives.
· Demonstrates learning from challenges, applying learnings to other situations.
· Adept at handling issues as they occur.

	Decision making
	· Displays balanced decision making e.g. considers relevant information to draw a reasonable and appropriate conclusion.
· Possesses ability to deal with ambiguity.
· Appreciates the consequences of decisions.








