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Job Description

Job Title:		Right to Buy Officer		

Pay Grade:		W4	

Directorate:		Corporate Resources	

Team:			Property Services	

Reporting to:	Commercial Manager	

Budgetary Responsibilities:
· Staff – N/A
· Other Direct – N/A
· Other Indirect – N/A
Total £0

Job Purpose:
· To facilitate the purchase of Right to Buy properties in accordance with the Housing Act (1985), in conjunction with Housing and Legal Services.  This also includes Buy Backs, (the buying back of previously owned Council properties) and Shared Ownership transactions. 

Main Tasks:

1. Overall responsibility for Right to Buy and Shared Ownership disposals, including the provision of management information and post sales enquiries. 

2. Regular review of existing processes to follow Best Practice as provided by the Department for Levelling Up, Housing & Communities, Audit recommendations and wherever possible ensure an efficient and timely workflow.

3. Maintain a thorough understanding of Right to Buy process as set out in the Housing (1985) Act, including any changes and developments.  Actively pursue any opportunity for improvement, cost savings or efficiencies. 

4. Establish a lean and fully automated process for Right to Buys, Shared Ownership and Buy Back transactions, which incorporates data protection safeguards. 

5. Ensure that contingency planning is incorporated within the Department thereby ensuring that the applications of Woking residents continue to progress during periods of staff absence.

6. Recommend and as necessary implement improvements to Open Housing portal, including standard letters and legal Notices. 

7. Competency in producing site plans using the ARC GIS and Woking Map viewer and providing updates for properties sold by the Council.


People Management: N/A

Service Management: N/A

Financial Responsibility: N/A

Other Responsibilities:
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities.
· To undertake such other duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this post.




Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Good standard of general education to GCSE level or equivalent (including Maths and English).
· Customer Service / Customer Care Training 
	E


E
	A


A

	Experience
	· Proven ability to manage, plan prioritise and deliver exceptional customer service to customers.
· Call handling and customer care experience, including in-person meetings.
· Extensive experience of reviewing legislation and progressing applications via set workflows, including mandatory deadlines. 
· Demonstrable experience of working in a multi-skilled team. 
· Experience of working without supervision and making decisions independently and quickly. 
· Property related public sector experience.
	E


E

E


E

D


D
	A/I


A/I

A/I


A/I

A/I


A/I

	Special Requirements
	· Demonstrates the ability to manage, plan, prioritise and deliver a wide-ranging workload and work well under pressure with limited supervision. 
· Strong people skills & abilities -communicates effectively both verbally and in writing in English, ideally using Plain English principles.
· Able to interpret and explain legislation to customers, stakeholders and tenants and as appropriate, offer direction.
· Accuracy, strong proofing and editing skills.
· Proficient in Microsoft Office and other Housing software

	E



E


E


E
E

	A/I



A/I


A/I


A/I
A/I




Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	3

	Leading our People
	1

	Delivering for our Customers
	3

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	3

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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