


ABOUT CEHL
Common Equity Housing Ltd (CEHL) is Australia’s largest co‑operative housing provider. Our purpose led, community-based housing model delivers lasting social impact by putting people at the centre of everything we do. For more than 40 years, we’ve provided safe, secure and affordable housing across Victoria. We currently manage over 2,000 properties, primarily in partnership with more than 80 housing co‑operatives and we have a strong strategic focus on portfolio growth. 



KEY OBJECTIVE: 
The Manager Capital Works is responsible for leading the planning, prioritisation, and delivery of CEHL’s capital works program across the property portfolio. The role ensures major works are appropriately scoped, safely delivered, compliant with internal and external requirements, and achieve value for money, asset improvement, and service outcomes. The role works closely with CEHL Rental Housing Co-operatives, direct renters, contractors, and internal stakeholders to support practical, well-managed property improvements that improve the environmental sustainability and economic life of the CEHL property portfolio, meet regulatory obligations, and contribute to positive housing outcomes for our members and renters.

RELATIONSHIPS & INTERACTIONS:
Internal
· Executive Director Finance and Investments
· Senior Development Manager 
· Senior Manager Maintenance & Procurement 
· Finance team Business Partner
· Senior Leadership Team Members 
· People and Culture Business Partner  

External
· Member Co-ops 
· CEHL Direct Renters
· Builders, trades, contractors, and consultants
· Suppliers and service providers
· Regulators, auditors, and relevant industry bodies

WE CARE
FOR ONE ANOTHER
OUR VALUES
WE WORK
TOGETHER
WE MAKE A
DIFFERENCE
WE ARE
RESPONSIBLE
POSITION DESCRIPTION
· REPORTS TO: Executive Director Finance & Investment
· CLASSIFICATION: SCHADS Band 7 with access to Salary Packaging Benefits 
· LOCATION: Carlton, Melbourne
· DATE: June 2026
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	ROLE DIMENSION: 
· This role works under the direction of the Executive Director Finance & Investment. 
· The role operates with a high degree of independence within established policies, delegated authority, approved budgets, and strategic direction, exercising sound judgement on project scope, contractor engagement, technical options, delivery risks, and stakeholder impacts consistent with SCHADS Level 7.
· The role will exercise sound judgment on procurement, contractor engagement, maintenance delivery, facilities oversight, compliance monitoring requiring the use of acquired skills and knowledge in engineering and commerce. 
· The role leads a team and works across multiple business units to oversee capital works planning, technical assessment, project delivery, site quality, compliance, contractor performance, and stakeholder communication.
·  The role may involve duties outside normal working hours, including availability for on-call responsibilities.

	KEY CHALLENGES: 
· Balancing portfolio priorities, budget constraints, project risks, and delivery timeframes across multiple capital works projects.
· Applying sound judgement to scope works appropriately and distinguish between essential, urgent, and discretionary activity.
· Managing contractor performance, quality, site issues, and stakeholder expectations while maintaining service continuity and resident confidence.
· Maintaining oversight of procurement, safety, compliance, and project governance in a complex operating environment.




	ACCOUNTABILITIES:

	KEY RESULT AREA
	KEY ACTIVITIES
	PERFORMANCE MEASURES

	Capital Works Program and Resource Management & Compliance
	· Lead the development, oversight, and ongoing management of the capital works budget and forward program.
· Ensure priorities are clearly defined, funding is allocated appropriately, and expenditure is monitored to support value for money and portfolio needs.
· Monitor workloads, productivity, and activity levels across the team to ensure resources are allocated effectively and team capacity is used efficiently.
· Ensure capital works activities are delivered in accordance with relevant legislative, regulatory, and organisational requirements, including residential tenancy obligations, safety requirements, and internal policies.
· Maintain appropriate documentation, approvals, and records to support compliance and governance.
· In partnership with the Senior Manager Maintenance & Procurement and the CEHL Housing Co-ops, develop annual and long term asset and maintenance plans 
· Identify and address compliance issues promptly and escalate material risks where required.
	· Capital works program is supported by clear plans and priorities.
· Capital works plans developed in consultation with Cooperatives. 
· Budget monitoring and forecasting are timely and accurate.
· Work is allocated effectively and team capacity is used efficiently.
· Projects and works are delivered in compliance with applicable requirements.
· Documentation and approvals are maintained appropriately.
· Compliance issues are accurately identified and addressed promptly.
· Compliance with relevant Housing Registrar Performance Standards
· Co-op Board and Renter Survey results


	Work Assessment and Scope Determination
	· Review, test, and refine work requests to ensure proposed works are necessary, appropriately scoped, and aligned with CEHL standards, asset priorities, and operational requirements.
· Apply sound judgement to distinguish between urgent, essential, and discretionary works.
· Ensure scopes are clear, practical, and fit for purpose before works proceed.
	· Work requests are assessed consistently and in a timely manner.
· Scopes are clear and fit for purpose.
· Recommendations demonstrate sound judgement and alignment with organisational priorities.

	Asset Inspections

	· Ensure the team conduct asset inspections in accordance with CEHL policy and process to assess property condition, quality, and lifecycle needs.
· Ensure the team identify and document defects, deterioration, safety concerns, and compliance issues, and classify actions required 
· Use inspection outcomes to inform planning, renewal priorities, and capital works programs, and monitor and manage identified issues to completion
	· Asset inspections are completed in accordance with CEHL policy, process, and required standards.
· Inspection findings are accurately documented, issues are appropriately identified and prioritised, and follow-up actions are progressed in a timely manner.
· Inspection outcomes support evidence-based maintenance planning, renewal decisions, and capital works prioritisation.

	Technical Oversight and Project Delivery
	· Apply practical building, construction, and project delivery knowledge to the planning and execution of residential property upgrades and major works.
· Provide informed oversight of technical options, delivery risks, quality standards, and contractor performance.
· Ensure projects are delivered safely, on time, within scope, and to required standards.
	· Team members understand their responsibilities and priorities.
· Work is allocated effectively and performance issues are addressed appropriately.
· Staff capability and confidence increase over time.

	Site Oversight and Quality Assurance
	· Undertake site visits for major works to verify progress, assess quality, identify risks, and support timely resolution of issues.
· Maintain visibility over delivery on the ground and ensure completed works meet agreed scope and standards.
· Monitor defects, follow-up actions, and close-out requirements in a timely manner.
	· Appropriate site visits are undertaken for major works.
· Issues are identified and escalated promptly.
· Completed works meet agreed scope, quality, and safety expectations.

	Stakeholder Engagement
	· Work constructively with housing co-ops, direct renters, contractors, and internal stakeholders to support effective communication, minimise disruption, and build confidence in the delivery of capital works.
· Form a strong working relationship with the Senior Development Manager and Senior Manger Procurement and Maintenance
· Ensure concerns are managed professionally and stakeholders are kept appropriately informed.
· Support project delivery approaches that balance practical delivery needs with positive resident outcomes.
	· Stakeholders receive timely and clear communication.
· Issues and concerns are handled professionally.
· Relationships support smooth delivery of works and positive resident outcomes.

	Leadership & Team Management
	· Actively participate in the Senior Leadership Team
· Provide mentorship, leadership and professional development opportunities to direct reports setting clear expectations for accountability, service, and compliance
· Promote and articulate CEHL’s strategic & operational priorities and values to direct reports.
· Manage a team to achieve performance outcomes and foster a collaborative and improvement focused culture
	· Effective cross-functional collaboration and timely issue resolution.
· Positive stakeholder feedback and achievement of team objectives.
· Performance appraisals and development plans are completed to required standards and timeframes.
· Disciplinary matters are managed in line with organisational policy, legislation and in a timely manner.

	Health, and Safety 
	· Take reasonable care for personal health and safety in the workplace. 
· Take reasonable care for the health and safety of others who may be affected by your actions or omissions. 
· Take a proactive role in managing health and safety risks in your team.

	· Cooperate with CEHL about any action that is taken to comply with OHS Act or Regulations. 
· Comply with CEHL policies and procedures as it relates to health and safety.

	Team Work 
	· Develop and maintain proactive and productive working relationships with both internal and external stakeholders
· Communicate information as appropriate with relevant team members and to ensure they have up-to-date information 
· Participate in organisational & team activities and meetings demonstrating respect and consideration for individual experience and expertise.
· Engage in continuous learning and contribute positively to a collaborative and respectful working environment aligned with the culture and values of CEHL

	· Respectful and collaborative working relationships within and between teams
· Support the Executive Director of Finance & Investment in a proactive manner
· Positive feedback received from stakeholders

	Other Duties as required
	· In addition to the above, any and all other duties and responsibilities are to be performed as required and consistent with this role

	· Consistent with CEHL polices, and values



	KNOWLEDGE & EXPERIENCE REQUIREMENTS:
Knowledge and at least five years’ experience in: 
· Capital works planning, project delivery, and budget management in a property, housing, construction, or asset environment.
· Building, construction, engineering, or property-related technical assessment and project oversight.
· Contractor and consultant management, including performance monitoring, quality oversight, and issue resolution.
· Compliance, safety, and governance requirements relevant to capital works, residential property, and project delivery.
· Leading teams, managing competing priorities, and working effectively across multiple stakeholder groups.
Skills and Attributes 
· Strong organisational, analytical, and project management skills, with the ability to manage complex workloads and competing priorities.
· Ability to assess technical issues, apply sound judgement, and make practical recommendations within approved frameworks.
· Strong communication and stakeholder management skills, including the ability to work effectively with renters, contractors, and internal teams.
· Capability to lead staff, support change, and embed consistent and accountable ways of working.
· Confidence working with budgets, project records, compliance documentation, and performance reporting.
Qualifications
· Tertiary qualifications in engineering, building, construction management, or a related discipline are essential.
· Demonstrated experience in capital works, project delivery, or property-related construction management is essential.
· Valid and current drivers licence. 

	PHYSICAL DIMENSIONS:
This role requires the ability to:
· Sit or stand for extended periods, as well as regular bending, crouching and reaching. 
· Use an appropriate lifting technique to manually handle office items.
· Operate a computer accommodating reasonable adjustments.
· React to a display (computer screen) throughout the workday.
· Use a smart phone with any reasonable adjustments
· Attend CEHL offices

	COGNITIVE DIMENSIONS:
This role requires the ability to effectively manage: 
· Time pressures
· Role ambiguity
· Complex problem solving
· Interpersonal relations
· Vigilance and attention to detail

	ADDITIONAL REQUIREMENTS:
· This role may require some work outside of regular hours 
· Understanding of, and commitment to, EEO and privacy principles
· An offer of employment to this role may be subject to a satisfactory criminal record check. This may include require appropriate international police clearances if you have lived in a country (or countries) outside of Australia for a period of more than 12 months in the last five (5) years 
· Continued employment may be subject to additional security checks from time-to-time



	Acknowledgement
	I have read the Position Description and agree to diligently and faithfully perform the duties to the standards required. I understand that if I have any questions or require any support I will consult with my manager and/or a member of the People and Culture team.

	Name
	

	Signature
	

	Date
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