Job Description

Job title:
Homes for Londoners Futures Associate 
Grade:


4

                                  


Directorate:

Housing and Land 

Unit:
Investment and Operations, Housing and SPP
This role is part of the ‘Homes for Londoners Futures Programme’. 
The scheme provides a 2-year structured work and learning plan offering on the job training including an internal and/or external placement and a level 3 apprenticeship in housing. 

On completion, Futures Associates will have a Chartered Institute of Housing Level 3 certificate in Housing Practice. In addition, had exposure to the work of the Housing and Land Directorate, the GLA and other parts of London Government, as well as the broader London built environment professions and they will be equipped for a future career in the sector.
Job purpose

To support the delivery of the Mayor’s Housing programmes in line with the priorities of the Mayor’s Housing Strategy and the London Plan, through varied work placements across the Housing and Land Directorate. 
To complete a 2-year structured work and learning plan, including two placements providing support to external organisations and/or other GLA departments.
Principal accountabilities
· Support and assist with the delivery of projects and programmes across the directorate
· Build and maintain effective working relationships with investment partners and other stakeholders to help deliver homes, jobs and growth and to meet the Mayor’s targets
· Draft and respond to correspondence using judgement and political sensitivity, seeking advice when necessary
· Produce, maintain and distribute project and policy documentation such as risk logs, action lists, and project plans

· Track progress against action plans, communicating with team members to ensure deadlines are met
· Arrange and attend meetings and produce meeting documentation such as agendas, briefings and minutes

· Assist in monitoring spend against project and programme budgets
· Support the team with analysing, assessing and interpreting funding bids from 
investment partners
· Undertake desk-based research and analysis to inform policy development and 
development of new projects
· Take a lead on specific pieces of project or policy work over the two years, presenting findings of work/research at a directorate wide meeting
· Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities

· Realise the benefits of the GLA’s staff policies in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams

Accountable to:
Head of team
Principal Contacts:
Internal/External Stakeholders, delivery partners, consultants, solicitors
Person specification

Technical requirements/experience/qualifications

· An eagerness to learn about the housing, planning and construction sectors
· Demonstrate drive and enthusiasm and have a real passion for delivering affordable housing 
· Demonstrable aptitude for and some experience of project delivery (can be occupational, vocational or academic)
· Knowledge of Microsoft packages including Excel and PowerPoint, including ability to create and maintain spreadsheets and presentations.

· 3 GCSE’s: including English and Mathematics, preferably Grade A-C
Behavioural competencies

Building and Managing Relationships

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 
Level 1 indicators of effective performance

· Builds rapport quickly with people at all levels and from different backgrounds

· Actively listens to others and is open to their ideas 

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team

Stakeholder Focus

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

 

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions 
· Demonstrates an enthusiastic and ‘can do attitude’ to all requests 
· Provides timely, accurate and personalised responses 
· Provides a polite and helpful first point of contact for stakeholders
· Learns from feedback to improve personal service to others

Planning and Organising
… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

 

Level 1 indicators of effective performance
· Prioritises work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines

and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high

standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables

can be met

Problem Solving 

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

 

Level 1 indicators of effective performance
· Processes and distils a variety of information to understand a problem fully

· Proposes options for solutions to presented problems

· Builds on the ideas of others to encourage creative problem solving

· Thinks laterally about own work, considering different ways to approach

problems

· Seeks the opinions and experiences of others to understand different

approaches to problem solving

Responding to Pressure and Change 
… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances
· Recognises when unable to cope and asks others for help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal well-being and achieves a balance between work and home life

Organisational Awareness 

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 1 indicators of effective performance
· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.

