
JOB DESCRIPTION

Post Title:
Housing Technical Officer
Service:
Planning, Housing & Environmental Health - Housing

Reports to:
Senior Environmental Health Officer
Grade:
SCP SO

Job purpose:

The post holder is responsible for all aspects of work related to administering Disabled Facilities Grants and Housing Assistance, from initial enquiries through to completion of works.

The post holder will assist in the enforcement of housing standards within the Borough and related housing initiatives.
The post holder will assist with the licensing of houses in multiple occupation (HMOs), inspecting HMOs and identifying licensable HMOs.  They will work with landlords and residents to ensure compliance with licence conditions and taking enforcement action where necessary.
The post holder will assist with the licensing of caravan sites in the Borough and the inspection of those sites.  They will work with site owners and residents to ensure compliance with licence conditions and taking enforcement action where necessary.
Key Functions:

1. To assist in the enforcement work of the team, including assessments under the Housing Health and Safety Rating System, inspections of Houses in Multiple Occupation and dealing with applications for licensing of Houses in Multiple Occupation, including pro-active inspections of suspected and actual Houses in Multiple Occupation and take appropriate follow up action.
2. Be responsible for managing housing assistance applications and disabled facilities grants, giving advice and guidance to customers, liaison with agents, contractors and Occupational Therapy staff to ensure works progress satisfactorily to conclusion. Ensure the Council meets its policy commitments and target timescales.
3. To carry out comprehensive inspections of properties and prepare inspection reports and specifications for both disabled facilities grant/housing assistance and enforcement related work.
4. To liaise with agents, occupational therapists, and other appropriate agencies to determine the feasibility of proposed works, including interpreting the legislation to ensure correct decisions are made on the nature of works to be supported.

5. To undertake interim and final site inspections where necessary for disabled facilities grants and housing assistance to ensure that work is progressing or has been completed satisfactorily.

6. To keep the Senior Environmental Health Officer regularly informed of the progress of disabled facilities grant/ housing assistance and enforcement cases, to ensure a satisfactory conclusion.
7. To approve grants and process payments in a timely manner relating to all types of disabled facilities grant/ housing assistance applications.
8. To assist the Housing Options team in Housing Health and Safety Rating System assessments of accommodation to be used as part of the rent deposit bond/rent in advance scheme and temporary accommodation for homeless persons.
9. To assist in the administration and enforcement of caravan site licences as necessary.  Undertake site inspections, ensuring compliance with licence conditions and taking enforcement action where necessary.
10. To provide necessary training and technical support to colleagues as required, including the training of students and any other person who spends time with the Council for the purposes of training.
11. Maintain a strong customer focus at all times in line with the Council’s commitment to providing high quality services.  Be empathetic with customers, providing the appropriate advice and support.
12. Ensure all work undertaken complies with all relevant legislation and statutory guidance.  This includes the wider duties placed on the Council, such as safeguarding duties for children and vulnerable adults.
13. Actively promote and give advice to landlords, lettings agents and customers on the various private sector initiatives. 
14. Attend key stakeholder meetings, such as the local landlord’s forum, to promote our services.  Attend other external meetings as may be required.
15. Represent the Council at multi-agency meetings as required, or arrange for colleagues to attend.
16. Promote effective working relationships with internal departments and external agencies (social services, health, probation, landlords, housing benefit, community safety partnership, CAB, debt advice), following referral procedures, protocols and processes.
17. Create and maintain accurate, up to date records to produce accurate statistical returns, as well as ensuring a robust audit trail. Take due care and attention when gathering and recording information having due regard to guidance issued by the Council in connection with data management.  Ensure all work undertaken complies with relevant data protection legislation.
18. Carry out any other duties appropriate to the post which may be requested from time to time including participating in the Council’s Emergency Plan.
19. To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties.

20. The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.

Job descriptions are working documents and are not intended to specifically exclude any task which the post holder might reasonably be expected to undertake.

Behavioural Competencies
· Ability to demonstrate understanding and commitment to the organisation and its visions and values.

· Customer focussed with the commitment to put customers (internal and external) first, with the ability to deliver a consistently high quality service. 

· Demonstrates a positive “can do” approach to continuous improvement, with the ability to identify opportunities to improve performance.

· Ability to assess, be creative and respond accordingly to the situation.

· Ability to negotiate and liaise.

· Demonstrates consistency, integrity and accountability.
· Promotes equality of opportunity in service delivery.
· Demonstrates drive and a desire to work well to improve individual and organisational performance.

· Ability to communicate clearly and effectively and to work co-operatively with colleagues, internal and external partners, working pro-actively across cultures, organisational boundaries, sharing information, new knowledge and ideas.
· Aware of impact and appropriateness of own personal style.  Accepts accountability and responsibility for own actions and able to work part of a team, showing commitment to team goals and values.
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