	SEVENOAKS DISTRICT COUNCIL
Housing
Private Sector Housing


	
	JOB  DESCRIPTION
	

	
	

	TITLE OF POST
	Private Sector Housing Officer

	
	

	POST NO.
	

	
	

	BAND
	Career Grade C – D
plus essential car user allowance

	
	

	RESPONSIBLE FOR
	No posts report to the post holder

	
	

	RESPONSIBLE TO
	Private Sector Housing Team Leader

	
	


Purpose of Post:
Assess eligibility for housing grants and to process applications from initial enquiry through to completion, including the authorisation of unforeseen works and grant payments.

Support the professional, technical, enforcement and advisory services on behalf of the Council for matters relating to housing enforcement, administration and delivering of the Better Care Fund, Disabled Facility grants, HHSRS related checks and works, assist in licensing of mobile homes, unauthorised encampments, initiatives to improve energy efficiency to reduce the Districts carbon footprint and reduce fuel poverty work.
Support the implementation of the Private Sector Housing team policies and procedures and to carry out such day to day functions as may be required by the Private Sector Housing Team Leader.
Key Activities 

· Manage enquires and referrals from potential DFG applicants requiring advice and assistance in adapting or improving their home.
· Visit potential DFG applicants at home to discuss their housing requirements and identify appropriate ways to meet their housing need which promotes and maintains their independence.

· Identify potential hazards in applicants’ homes and access discretionary grant or charitable funding to improve their housing conditions.

· Provide a second check on works completed to ensure that high quality work is undertaken, the payment process is accelerated ensuring budget managed effectively and to ensure the applicant’s experience of the service is excellent. Negotiate and obtain agreement for unforeseen works which arise during the construction process.
· Investigate complaints regarding housing conditions. Carrying out detailed surveys and inspections of residential accommodation throughout the District.  Identify and specify remedial measures and to assist in the enforcement of housing standards through formal action if necessary.
· Review all the housing options available to the customer including: welfare benefits, financial matters and the identification of other support services which the client may need to access, in order to ensure they can remain in the home of their choice.

· Liaise with external partners, Occupational Therapy Service, Registered Social Landlords and contractors and participate in case review and other meetings and in the process manage and drive long lasting relationships.

· Communicate the DFG process to clients in a clear and understandable way.

· Process invoices and final payments.

· Carry out means testing for DFG and potential DFG applicants using ‘renovator’ software and work alongside the Council’s HERO Project to help maximise a customers income where possible.

· Provide statistical data and other information required for the preparation of management and other reports by interrogating software systems (Uniform Residential Premises and Service Requests modules) and Excel.

· Contribute towards the development and review of procedure manuals for DFG’s.

· Where appropriate, assist officers through accompanied site inspections.

· Maintain an up to date knowledge of private sector housing issues including relevant legislation, codes of guidance and good practice.
· Support the Housing Advisors with the licensing of mobile home sites, welfare funerals, unauthorised encampments, Houses in Multiple Occupation (HMO), energy efficiency initiatives, together with other work undertaken by the team.

· Assist in the licensing of high risk (and possibly other) HMOs, to provide practical building surveying assistance and, where necessary, to assist in the preparation of plans/drawings and specifications.

· To assist in enforcement and other legal proceedings and, if necessary, to attend Court and give evidence.

· To take part in Landlords Forums and other external events and to give occasional presentations to such groups if required.

· Provide appropriate advice, assistance and, if necessary, training to other members of staff.
· Seek to improve continuously and develop service provision and delivery.

· Maintain accurate and detailed computerised and other records.
· Prepare detailed case reports as necessary and to attend meetings as required.
· Maintain and develop links with external and partner agencies.
· Contribute to corporate and strategic initiatives.
· Flexible with working hours to meet the needs of the Team.
· Carry out any other related duties as may be directed from time to time by the Private Sector Housing Team Leader or Head of Housing.
· Participate in any relevant training for the duties of this post and to assist in achieving identified key objectives.
· Participate fully in the Council’s staff appraisal scheme.
· Embrace the values and behaviours of the Council. 
· Comply with standard employee Health & Safety at Work responsibilities.
· Comply with the Council’s Equal Opportunities and Safeguarding policies.
Location: Council Offices, Argyle Road, Sevenoaks

	
	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Private Sector Housing Officer
	

	
	
	

	POST NO.
	
	


	
	Essential (Band C)
	Desirable (Band D)

	Approach
	· Customer focus, meets customer expectations

· Willingness to cooperate and build rapport with others, assisting team with duties where necessary
· Clear and concise verbal and written communication

· Ability to liaise with external agencies, contractors professional bodies, elected Members and building long lasting relationships

· Ability to prioritise, organise and manage a caseload with minimal supervision

· Ability to respond appropriately at short notice to non-routine matters

· Ability to work well under pressure

· Commitment to and the ability to achieve deadlines, targets & performance indicators

· Flexible approach to adapt to changing and challenging situations

· Ability to demonstrate a ‘can do’ approach to service delivery

· Commitment to learning new skills and to achieving continuous improvement
· Maintain confidentiality and be empathetic and responsive to customer needs
· Self-motivating, using initiative in problems solving

· Accuracy in data entry and detailed record keeping

	· Strong customer focus looking for ways to exceed customer expectations by inviting feedback
· Contribute to effective team working by proactively building links

· Ability to adapt communication style appropriately to enhance impact
· Ability to monitor and improve performance and quality, plan and review progress accordingly (providing relevant data and preparation of reports)
· Actively encourages involvement from others
· Positive about change and involving and encouraging others
· Project management


	Skills/
Experience
	· Experience in one or more areas of the following: housing, social/community care, welfare benefits or advice services

· Experience of case working and visiting disabled and vulnerable clients including children in their own home

· Excellent general office administration and organisational skill
· Ability to maintain accurate computerised and other records
· Ability to assist with staff training

· Excellent IT skills, to include Microsoft Office word, excel, outlook.

· Excellent verbal and written communication skills

· Experience of using a CAD drawing package


	· Experienced as a recognised source of advice and guidance with credible professional/technical knowledge

· Experience of working in a range of progressively advanced activities, requiring more detailed knowledge and experience, including research
· Experience in the use of “Uni-form” (or similar)
· Experience in the use of IDOX (or similar document imaging software
· Ability to develop and promote new and existing initiatives
· Experience in the effective use of enforcement powers, including giving evidence in Court
· Experience in the administration of housing grants, particularly Disabled Facilities Grants and private sector renewal
· Experience of inspecting (HMOs)
· Experience relating to the licensing of mobile home sites
· Sound technical foundation of building construction and the ability to identify building defects

· Practical experience of carrying out detailed surveys of residential premises

· Experience of overseeing and working with contractors


	· Qualifications


	· Level 2 qualification in Maths and English
	· Formal relevant qualification e.g. HNC
· Evidence of appropriate CPD 
· Experience in the use of the Housing Health and Safety Rating System (HHSRS), ideally achieved through an accredited/recognised scheme 

	Other
	· Ability to work outside normal office hours if circumstances demand

· Willingness to attend meetings of Council and other Committees outside normal office hours

· Willingness to undertake any relevant training

· Ability to travel throughout the District in order to undertake detailed property inspections
· Ability to carry out site visits and detailed property inspections in adverse weather conditions

· Car and full driving licence

	· Making presentations and public speaking to a variety of audiences
· The ability to transport, carry, lift and use heavy equipment and fittings e.g. ladders, inspection covers, roof access covers etc. 

· The ability to use access equipment e.g. ladders, scaffolding etc. 

· The ability to work in confined spaces e.g. roof spaces, basements etc. in all temperature extremes
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