WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION

Job Title: 			Housing Standards Officer

Pay Grade:		W3 - W4 

Team:                       	Housing Standards

Function:			Housing Standards

Responsible to:		Housing Standards Team Leader

Job Purpose:	

To improve housing standards for people living in private sector accommodation, by giving advice, conducting detailed inspections, and taking appropriate enforcement action using a wide range of relevant legislation (including the operation and enforcement of property licensing schemes).

Key Area: 

PEOPLE - A Healthy, Inclusive and Engaged Community
We will improve the health and wellbeing of our community, by:
· working with partners to raise personal health standards with particular focus on mental health, alcohol, obesity and smoking;
· encouraging through a clear dialogue with those who are able, to take responsibility and self serve, while helping, with partner organisations (including the Voluntary, Community and Faith Sector), those less able; and
· promoting recreational opportunities for all sections of the community.

Generic responsibilities 

· To maintain an up-to-date working knowledge of building construction, private sector housing, and relevant legislation.
· To provide the service in accordance with the Council’s Vision and Values statements. 
· To work effectively with colleagues in delivering a high quality service through excellent team working and good communication.
· To maintain an understanding and awareness of issues affecting the vulnerable, elderly, disabled and other minority groups. 
· To provide excellent customer service.
· To maintain electronic and other systems to monitor the progress of cases.
· To be flexible and willing to undertake duties as reasonably requested outside of office hours (e.g. early morning or evening working).
· To be open to new ways of working.
· To take responsibility for personal development, training and continuous professional development as appropriate.
· To have a full driving licence to enable use of Council vehicles.
· To respond as required to civil emergencies or to meet other demands of the service.

Main Tasks:

1. Investigating service requests regarding housing conditions and working to improve accommodation.
2. Inspecting private sector housing (including houses in multiple occupation) and securing their compliance with statutory requirements.
3. Inspecting licensed properties for compliance with the Council's standards and licensing conditions, and taking appropriate action on unlicensed properties.
4. Providing information and advice on housing standards matters to landlords and tenants as appropriate.

5. Preparing and serving letters and legal notices.
6. Preparing witness statements and giving evidence in legal proceedings and Tribunals.
7. Liaising and consulting with statutory partners as appropriate.
8. Offering advice, guidance and assistance for the repair and improvement of housing through the Council’s Private Sector Housing Standards Policy.
9. Participating with activities to promote the services offered by the Council, including (but not limited to) staff and student training, and landlord forums. 
10. Keeping informed in respect of new legislation affecting the work of the team, including liaison with other departments and outside organisations on matters of mutual concern.
11. Working collaboratively with other officers to deliver an excellent level of service.
12. Delivering a service compliant with current legislation and regulations (including legislation on equalities, health and safety, and safeguarding), accepted professional standards, the Council's policies and procedures.

PERSON SPECIFICATION
Job Title: Housing Standards Officer

	Criteria
	Standard
	E/D
	Measure

	Education & Training
	· Educated to ‘A’ Level or equivalent level vocational qualification
· Housing Health and Safety Rating System (HHSRS) assessment certification
· Degree level qualification (or equivalent) in environmental health, building surveying or other building related subject. 
	E

E

D
	A

A

A

	Experience


	· Proven and demonstrable experience in building inspections
· Knowledge and experience of dealing with legislation and enforcement procedures relating to housing conditions
· Practical understanding of the Housing Health and Safety Rating System as a mechanism for assessing housing conditions
· Practical understanding of the principles of licensing of the private rented sector
· Proven and demonstrable experience of managing complex cases to a successful conclusion within time constraints
· Knowledge and experience of drafting legal notices to secure improvements in the private rented sector
· Knowledge and experience of providing tenancy relations advice to private sector tenants and landlords
· Experience of preparing and giving evidence and representing the Council in prosecution proceedings and at Tribunals
· Excellent IT skills (Outlook, Word, Excel) 
	E

E


E


E

E


E

E

D


D
	A/I

A/I


A/I


A/I

A/I


A/I

A/I

A/I


A/I

	Special Skills

	· Excellent internal and external negotiation and influencing skills
· Excellent communication skills, both written and verbal 
· Proven ability to develop and maintain effective relationships
· An ability to develop and deliver services to meet the needs and aspirations of the customers and service users
· Ability to work well under pressure and work to statutory deadlines
· Ability to organise work to meet multiple deadlines and targets whilst delivering high standards of work under pressure
· Ability to multi-task and prioritise workloads, including resolving conflicting priorities to meet demands of service and performance targets
· Maintain accurate and up-to-date records
· Ability to express ideas and impart key messages clearly, confidently and effectively through both written and oral communication to a variety of audiences
· Ability to produce clear, concise reports and procedure notes
· Ability to deal confidently with the public at all levels and a sympathetic manner in dealing with vulnerable customers
· Strong to excellent analytical skills and accuracy in work with an eye for detail
· Ability to prioritise and organise work with minimal supervision
· Commitment to delivering high quality service
	E

E
E

E


E

E


E


E
E



E

E


E

E

E
	A/I

A/I
A/I

A/I


A/I

A/I


A/I


A/I
A/I



A/I

A/I


A/I

A/I

A/I


	Motivation

	· Responds positively to the organisation’s initiatives and objectives, through effective implementation and delivery of targets
· Motivated to see a task through to completion
· Clear understanding of, and commitment to, providing a high level of customer service
· Commitment and motivation to work in the public sector and for Woking Borough Council
· Commitment to continuous professional development and improvement
	E


E
E

E

E

	I


I
I

I

I


	Personality

	· Ability to work both on own initiative and effectively as part of a team. 
· Flexible approach
· Confident public communicator
· Self-motivated
· Enthusiastic 
· Customer focused 
	E

E
E
E
E
E
	I

I
I
I
I
I

	Special Requirements

	· Occasional requirement to attend external meetings
· Occasional requirement to work outside normal office hours (including early morning or evening working)
· Commitment to implement and promote the Council’s Diversity Policy
· Use of a vehicle for undertaking visits
· Full, clean driving licence (to be able to drive Council vehicles)
	E
E

E

E
E
	I
I

I

I
A/I



Key:

E = Essential, D = Desirable, A = Application Form, I = Interview

Candidate Screening:

Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service check: Enhanced
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Woking Borough Council Role Map

Job Title: Housing Standards Officer

Team: Housing Standards
 
Function: Housing Standards


	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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