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Job Description: Private Sector Housing Enforcement Officer

Waverley and Guildford are ambitious authorities, committed to being two of the leading Councils in the country at a time of major change by developing high performing, highly engaged staff teams to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Private Sector Housing Enforcement Officer
 

	Service:
	Regulatory Services


	Team:
	Private Sector Housing


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and Millmead House, Guildford, GU2 4BB


	Reporting to:
	Joint Private Sector Housing Manager


	Responsible for:
	Private Sector Housing Licensing and Enforcement 


	Our Organisational Values 

	Collaboration
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	In Waverley we value openness and honesty where communication is clear and constructive, and actions are transparent.


	Wellbeing
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	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.


	Trusted
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	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Value for Money
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	In Waverley we value teamwork and collaboration, with approachable staff actively contributing to our shared corporate goals.

	
Professionalism
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	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.

	

Principal purpose of the role

	· To deliver a professional service with high standards of advice and support resolving cases of routine HMO and caravan park licensing and reactive service requests of varying complexity as they arise. 
· Ensure compliance with statutory legislation in relation to private sector housing, professional codes of practice and adherence to council policy. 
· Deliver projects, interventions and initiatives in-line with corporate and business plans. 


	Main duties and accountabilities

	· Contribute to private sector housing service delivery, providing technical oversight of private sector housing matters.
· Undertake and process House in Multiple Occupation and Caravan Site inspections/applications and enforce standards as appropriate/required in line with legislation, guidance and policies. 
· Undertake Private sector housing service request investigations and enforce standards as appropriate/required in line with legislation, guidance and policies. 
· Deliver customer-focused specialist advice, services and enforcement for private sector housing, keeping up to date with current and emerging legislation, best practice and policy to ensure continuous development and improvement in services.
· Ensure personal and professional development is maintained to develop and maintain appropriate levels of quality and specialist knowledge within the private sector housing function. 
· Working collaboratively with colleagues and Members across the organisation and managing key relationships with key stakeholders.
· Access and accurately update all relevant information systems, both customer and back office ensuring that the master customer record is updated and maintained through verification and validation, and in accordance with Data Protection principles.
· Responding to customer calls, contact and online reports that relate to private sector housing and joint working in other specialist areas as required. 
· Contribute to the Council’s legal duties under the Crime and Disorder Acts, Environmental Protection Acts, Policing and Antisocial Behaviour Acts and any environmental health, other current or future relevant legislation that would assist the post holder to complete their role and undertake the council's duties. 
· Responding to Councillor and MP requests, as appropriate or in lieu of the private sector housing manager. 
· Owning/maintaining key professional and technical stakeholder relationships on behalf of the Council relevant to day-to-day delivery of services or projects
· Own and resolve complex or contentious applications, cases and inspections in at least one specialist area
· The Council will rely on the postholder’s professional skill, judgement and advice regarding private sector housing enforcement decisions.  
· Represent the Council at appropriate meetings such as Study Groups and Stakeholder meetings. To represent the Council at Court in relation to private sector housing enforcement.








General Requirements 
 
· All employees will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested.  
· Duties and responsibilities must be carried out in accordance with relevant Council policies and procedures, within legislation and any code of professional ethics of the relevant professional body.  
· All employees are expected to maintain a high standard of customer care in the context of the councils’ core values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in personal learning and development necessary to the post.  
· To demonstrate and positively reinforce our commitment to safeguarding and promoting the welfare of children and vulnerable adults.  
· To work within the Council’s competency framework and to adhere to the Code of Conduct, the Council’s Constitution and procurement rules. 
· To discharge their duties in accordance with the Council's Codes and Policies, Standing Orders and Financial Regulations and to meet personal targets and performance standards on time. 
· To promote equality and inclusion at all levels of service delivery and employment.  
· To work in line with the council’s Agile Working Policy and Agile Working Team Profile to support the effective delivery of the Service. From time to time, it may be necessary to attend meetings or carry out visits in the evening and/or at weekends to meet the demands of the Service. 
· To carry out other duties as required by the Joint Head of Environmental Regulation or Joint Assistant Director for Regulatory Services appropriate to your skills and to a level of responsibility not exceeding the grade on which you were appointed. 
 
 Business Continuity 
 
· Play a supporting role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24-hour window. 
· To participate in the rota for Christmas cover as necessary and agreed with the Service Manager.
   
Health and Safety 
  
· Comply with all Health and Safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required. 
 
Election duties 
  
· This post may, on occasion and with reasonable notice, be requested to assist with election duties. This may include working unsociable hours. A separate payment for election duties will be made as determined by the regional Elections Committee. 
  
This Job Description is current as at the date shown below. In consultation with you, it is liable to variation as the needs of the Council may require. 





	

Dimensions of the role

	Manage complex or contentious applications, cases and inspections that require an understanding of at least one specialist area, processes and compliance, regulations and legislation, acting as the single point of contact for customers in those cases, attending court as appropriate.
Provide functional guidance to customer service advisors and case workers for at least one area of specialism.
Undertake project work relevant to the post holder's position. 

	

Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Investigate complaints about housing issues and determine most appropriate course of action.
Lead own work and, where necessary, prepare cases for formal action including service of notices and prosecutions.
Recommend whether enforcement action should be taken against individuals and businesses for non-compliance with legislation in accordance with the Council’s enforcement policy and Scheme of Delegation.
Act as a statutory consultee at the request of Planning Services.

	Planning/Organising/Controlling

	· Planning and prioritising workloads to meet deadlines
· Organising/planning visits, inspections and other relevant duties in line with corporate policies/procedures to meet the demands/requirements of the service and customers. 
Giving accurate advice to customers and problem-solving casework effectively and efficiently in line with policy, guidance and legislation. 

	Customers and Contacts

	Internal
Private Sector housing officers, members of other services including planning, environmental health, housing options: Councillors and MP enquiries. 
External
Members of the public, private renting tenants, private owner occupiers, owners and occupiers of land, landlords, property agents, business owners, housing associations, social services, health authorities, police, immigration, fire service and any other relevant external agencies or related private sector housing stakeholders. 

	
Service/Team Structure
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PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Private Sector Housing enforcement experience.
	A/I
	Environmental Health Degree or equivalent  
	A/I

	
	Relevant Private Sector Housing related training and/or skills.
	A/I
	HHSRS trained or willing to undertake 
	

	
	Evidence of Continual Professional Development (CPD) and/or statutory competency in relevant fields.
	A/I
	Associate Member of CIEH, or equivalent
	

	Knowledge /Technical Skills

	Robust knowledge of private sector housing enforcement/legislation. Excellent problem solving and decision-making skills 
	A/I
	Extentisive private sector housing enforcement experience

Experience of HMO and Caravan site licensing 
	A/I

	
	Good level of IT skills, including maintaining electronic case notes and  generating electronic correspondence. 
	A/I
	Knowledge and
experience of 
formal enforcement 
of private sector 
housing legislation 
	A/I

	
	Report writing skills, including the service of statutory notices and case files to support legal proceedings. 
	A/I
	Awareness of Safeguarding
	A/I

	Communication

	Knowledge of the relevant services/agencies/professionals relevant to Private Sector Housing enforcement 
	A/I
	Experience and of working with the relevant services/agencies/professionals relevant to private secotor housing enforcement 
	A/I

	
	Excellent commincation skills and ability to communicate complex problems to a wide range of different people and agencies. 
	A/I
	
	

	
	Excellent negotiation and conflict resolution skills 
	A/I
	Proven experience of resolving complex problems with excellent negotatiation skills.
	A/I

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	
	Accurate spoken English is essential for the post
	I
	
	

	
	Provide accurate private sector housing advice to the public, councllors, MPs and other external agencies or persons as the role requires in line with the legislation and guidance 
	A/I
	
	

	Team Working


	Able to work effectively and effectively as part of a busy team/service
	A/I
	
	

	
	Able to work on site and in the office with a range of different teams, agencies and services 
	A/I
	
	

	Managing self and others

	Ability to work on your own and resolve complex cases/problems (where appropriate) 
	A/I
	
	

	
	Able to undertake site visits (where appropriate) on your own in line with corporate policies and procedures. 
	A/I
	
	

	Can do approach / Achieving results

	Has a positive attitude to 
change, adapts to meet 
new challenges and 
introduces changes to
 improve organisational
 performance.

	A/I
	
	

	
	Proactively seeks out and implements opportunities to improve the efficiency and effectiveness of meeting service objectives.

	A/I
	
	

	
	Demonstrates personal 
commitment to meet 
agreed performance 
standards and objectives. 

	A/I
	
	

	
	Learns from experience 
and takes responsibility 
for identifying and 
addressing personal development needs.
	A/I
	
	




	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	

	
	Full and valid driving licence.
	A
	
	

	
	Flexibility in undertaking a diverse range of duties. 
	A/I
	
	

	
	Able to visit sites and have sufficient mobility to carry out detailed inspections in a variety of premises. 
	A/I
	
	

	
	Willing to undertake work outside of normal office hours as required.
	A/I
	
	

	
	Carries out site inspections as required in the role and in accordance with the Business Travel Policy.
	A/I
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment

Disclosure and Barring Service

Due to the nature of the work, this post involves a check on an individual’s criminal background. The check is carried out through the Disclosure and Barring Service (DBS, previously CRB). Any offer of employment will be subject to receiving satisfactory clearance from the Disclosure and Barring Service.



	
For Official Use only

	Job title:
	Private Sector Housing Enforcement Officer
	Post no:
	

	Service:
	Regulatory Services
	JE score:
	

	Team:
	Private Sector Housing
	Pay band:
	Band 7/Scale point (d)

	Location:
	The Burys, Godalming, Surrey, GU7 1HR and Millmead House, Guildford, GU2 4BB

	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five-day week


	Competencies:
(level 1 – 4)
	Communication:
	2
	 

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results:
	2
	


	Reviewed By:
	Richard Homewood
	Date:
	January 2026

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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