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Job Description

	1. POST DETAILS

	Business Centre: 
	Housing

	Division:
	Business Development and Policy

	Post Number:
	E0034

	Working Hours:
	37 hours per week

	Grade:
	9

	Work Base:
	Civic Centre

	Prepared/Agreed by:
	Housing Business Development and Policy Manager


	Date:
	October 2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Business Development and Policy Manager 

	Deputising Responsibility:
	N/A

	Directly Supervises:
	N/A

	Indirectly Supervises:
	N/A



	3. JOB PURPOSE AND OBJECTIVES

	To lead the production and regular review of a suite of strategies, policies and procedures to meet the business needs of the Council’s Housing Service, and to monitor and evaluate the outcome of services provided.  This role helps ensure the Housing Service meets its statutory and regulatory requirements with evidence and promotes continuous service improvement.  



	

	4. MAIN DUTIES OF THE POST

· To write, in consultation with colleagues and stakeholders, and to assist colleagues in writing strategies, policies and procedures.

· To lead on the review, monitoring and evaluation of strategies, policies and procedures.

· To further develop Housing’s Quality Management System by co-ordinating the peer audit of internal procedures.   

· To contribute to continuous service improvements through analysis of complaints and other feedback, benchmarking, research and consultation. 

· To assist in the preparation of Equality Impact Assessments.

· To undertake consultation with customers and stakeholders on new strategies and polices.  

· To assist in the production of newsletters, annual reports, strategies and business plans, in particular by providing analysis of service delivery and policy outcomes.

· To assist in producing and editing high quality content for the Council’s website.

· To assist with preparation of statistical and regulatory returns, complaints, Freedom of Information and Subject Access requests.   

· To provide additional business support to the Senior Housing Management Team as required.





	General

The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.
















Person Specification

	Please indicate whether the criteria is assessed against the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	

	

	A-level or BTEC (in any subject)
	
	

	Desirable Qualifications
	
	

	
Degree or equivalent
	

	


	
	
	

	Essential Working Experience 
	
	

	
	
	

	Experience of working collaboratively in a busy environment
	
	

	Experience of using a range of computerised systems and office technologies
Experience of producing high quality written work.

	


	



	Desirable Working Experience

A minimum of one year’s experience of working in a front-line public sector role, preferably in a Housing function

	



	




	Essential Skills/Attributes
	
	

	
Excellent written, verbal and digital communication skills with an ability to produce reports, policies and procedures
Demonstrable skills as a team player
	


	



	A good level of IT literacy including Microsoft Word, Excel, Powerpoint and Teams
	

	


	Accuracy and attention to detail
Desire to contribute to service improvements

	


	



	Desirable Skills/Attributes

A high level of IT literacy 
	



	




	Essential Personal Qualities
	
	

	
Adaptable/flexible approach to work
Ability to work proactively and to organise a personal workload to meet competing demands and tight deadlines
Good interpersonal skills with the ability to develop and maintain positive relationships and work collaboratively across teams and projects

	






	







	Desirable Personal Qualities
	
	

	
	
	

	Proactive approach to networking and learning
	
	

	Other Requirements
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