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Insurance Data & Projects Manager

Our vision is to create communities where everyone has a safe home in a place where they’re proud to live. We’re big and we’re local. Residents are at the heart of all we and we use our size to influence positive change in the areas where we operate.
  
It’s also about living our values which are at the HEART of what we do. All colleagues are  expected to demonstrate a commitment to our values through their behaviours, actions and words on a daily basis. As a valued member of the Southern Housing Team, you’ll embrace our Values to inspire others as well as yourself to be 

· Honest
· Efficient
· Accountable
· Respectful 
· Trusted

You’ll demonstrate our HEART values in your behaviours. You’ll:

· Be authentic, open and transparent in your actions and words
· Believe that by working together we accomplish more, and work hard every day to improve services, efficiency and value for money. 
· Take responsibility for delivering excellence and own your own actions.
· Embrace difference, and put our residents, colleagues and our partners are at the heart of all you do.
· Do what you say you will and be relied upon to keep your promises.
 
And, of course, always collaborating as One Team, showing commitment to our approach to Equality Diversity & Inclusion, Health & Safety, Compliance and Code of Conduct policies and practices within Southern Housing.

The role

Reporting to the Head of Insurance, you will deputise for them. You'll be an excellent communicator who will manage the effective capture and presentation of company data required to support a robust insurance programme and efficient business. Support Southern Housing's insurance programme by leading and working on key projects, claims and data that impact the insurance arrangements of Southern Housing. Work with and influence key stakeholders to ensure insurance processes are fully considered and embedded into BAU. 

The location

You’ll be based at our Head office in Farringdon, with the option for working in a hybrid way when appropriate and as agreed with your manager. 








What you’ll be doing:
  
· Accountable for the Management of all cyclical and adhoc projects to support the strategic and operational function of insurance.
· Work with insurers, consultants and brokers to identify and plan for suitable risk transfer or improved presentation of risk.
· Use technical understanding of property and liability data sets and to be responsible for identifying and obtaining required data to meet the needs and requirement of insurers.
· Manage data (including but not limited to Property and Liability) that can reduce insurance cost and or to place certain risk(s) in appropriate markets.
· Responsible for managing and ensuring that the technical requirements of the annual buildings insurance reinstatement valuation processes are applied and that the process is completed with agreed timeframes. 
· Manage the monthly reconciliation of the insurance control accounts.
· Manage data quality and processes across all insurance systems and to work with other system stakeholders to ensure accurate data across the business.
· Ensure all insurance and claims data is accurate and up to date.
· Monitor post, online claim submissions and team email inbox and allocate correspondence accordingly.
· Log all new claims on the insurance claims management system.
· Responsible for gathering, preparing and presenting data ahead of annual insurance renewals and supporting the Head of Insurance with pre and post renewal processes in relation to Southern Housing's block policies.
· Manage the flow of information between the Development team and insurers/brokers to ensure cover in place where required.
· Manage processes with the Building and Fires Safety team to ensure that relevant building information is correctly disclosed to insurers.
· Influence colleagues in the needs and requirements of insurers in order to obtain relevant and accurate data to support a robust insurance programme.
· Manage, plan and deliver targeted internal staff training in conjunction with subject matter experts.
· Manage the teams SharePoint site, to ensure that all information and data is up to date and accurate.
· Define, evaluate and improve effectiveness of business processes and procedures to mitigate risk and enhance efficiency and output.
· Manage timely preparation and delivery of annual insurance premium recharges.
· Authority to authorise and sign off insurance costs and in the absence of the Insurance Claims Manager, claims settlements, inline with Southern Housing's delegated authority limits.
Stakeholders
External: Insurers and brokers, solicitors, loss adjusters, professional advisers
Internal: Estate services, reactive repairs, home ownership, housing, Development, Building Safety
  
What you’ll need:

Experience, knowledge, skills, understanding & qualifications
IMPORTANT NOTE: For some roles there is a qualification requirement under the Competency & Conduct Standards for Social Housing. You must add in qualification requirements in this section of the Job Profile as ESSENTIAL at either a level 4 or 5. More information can be found here.

· Commitment to delivering excellence through others and nurturing a collaborative one team working approach.
· Giving effective feedback on performance
· Developing and promoting a culture of continuous learning for performance improvement
· Dealing effectively with under performance
· Using a coaching style of management that empowers, develops capability and capacity in others 
· Using delegation as a learning tool and opportunity
· Taking ownership of the induction and probation process for new colleagues 
· Employing people management strategies that provide stability in people resources, supports wellbeing and develops talent for the future
· Recognising and celebrating great performance and promoting this practice in others
· Adapts style to ensure everyone’s able to perform at their best, feels included and valued
· Educated to degree level or equivalent through relevant training/ experience
· Desirable to be holding or working towards a recognised project management qualification such as Prince 2 or similar
· Positive mindset and proven experience with problem solving. 
· Proven experience working with established processes.  
· Effective communication skills, both orally and written, using a range of techniques and styles  
· Ability to present complex information in a clear, transparent, and readily understandable manner. 
· Experience of working on insurance projects within the social housing sector
· Technical experience and understanding of insurance and or the building safety act and relevant regulation
· Proven ability to understand and interpret data to support insurer requirements
· Demonstrated experience of working with brokers and insures
· Proven ability in insurance renewal and tender processes 





	Size and scope of role

	LT Directorate: 
	Treasury and Property Information

	No. of Direct Reports:
	0

	Area of responsibility:
Whole organisation
Region
Service area only

	All Regions

	JP Last updated:
	October 2026
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