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Job description
	Post number:
	P10417

	Service:
	Landlord Services

	Job title:
	Estate Inspector

	Grade:
	Band 4

	Responsible to:
	Team Leader, Estates Management

	Responsible for:
	n/a

	Date last reviewed:
	February 2025

	 Job purpose 
Serve as the primary point of contact responsible for overseeing the contracts related to the maintenance and service provision of the Council housing estates. Ensure compliance with contractual terms, monitor contractor performance, and take necessary actions to resolve any non-compliance issues. Liaise with contractors, suppliers, and internal teams to ensure that all services meet the required standards, ensuring smooth operations and adherence to health, safety, and service obligations.

	Main duties  
1. Contractor Performance Management:
Oversee and assess the performance of contractors providing cleaning, grounds maintenance, refuse collection, and other services. Ensure contractors meet the terms of their contracts by monitoring service delivery and addressing any non-compliance or service failures. Regularly report performance and issues to the Team Leader for Estates, providing reports on a monthly basis.
2. Contractual Compliance and Dispute Resolution:
Address issues or disputes with contractors directly when they arise, following established processes. If minor issues cannot be resolved, escalate them to the Team Leader for Estates. Ensure all parties adhere to the terms, conditions, and key performance indicators (KPIs) outlined in the contracts.
3. Monitoring & Reporting of Estate Services:
Regularly inspect and report on the quality of services delivered by contractors for grounds maintenance, cleaning, and refuse collection. Keep a detailed record of performance and non-compliance, communicating these reports with the Team Leader for further action. Identify overgrown or untidy gardens to tenanted properties and take enforcement action as necessary. Report large items of refuse or fly tips to the Operational Services service unit for removal.

4. Contractual Documentation and Reporting:
Assist with the preparation and delivery of legal documentation, ensuring all contracts and amendments are up to date and signed appropriately. Provide support with the service of urgent legal documentation related to contracts or estates.

5. Tenant and Stakeholder Liaison:
Act as a point of contact between contractors and tenants, ensuring that estate management matters are handled effectively. Manage tenant concerns regarding communal areas, liaising with tenants as needed, and ensuring that issues are addressed in compliance with contractual obligations.

6. Performance Reviews & Contractor Feedback:
Regularly review contractor performance, document feedback, and hold performance review meetings with contractors. Work with the Team Leader to address any recurring performance issues and ensure that contracts are renewed or amended based on the performance evaluations.

7. Managing Service Delivery for External Contractors:
Collaborate with contractors to schedule and oversee the repairs, maintenance, and refuse removal reported on the estates. Ensure contractors meet deadlines and deliver services as outlined in their contracts. Take appropriate action if there are delays or issues that could impact the standard of service provided.

8. Dispute Resolution and Claims Management:
Handle disputes that arise from contractor performance or other service-related issues. Liaise with the necessary teams to resolve matters efficiently, working toward minimizing delays or service interruptions for tenants.

9. Other Duties as Assigned:
Support other members of staff and contractors during site visits, inspections, evictions and other relevant activities. Provide feedback and act as a liaison between various teams involved in the service delivery process.
     10. Vehicle responsibility
 To ensure the vehicle is always kept clean both the internal and external.
 To report any accidents or damage to the vehicle, immediately to your line manager.


	This job description reflects the core activities of the post.  As the service and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself.  We expect that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. 

The line manager will consult the post-holder if significant changes to the job description become necessary.  Any changes will be reflected in a revised job description.


Person specification
	This section describes the knowledge, experience and competence required by the post-holder that is necessary for an acceptable standard of performance in carrying out this role.

	
	Assessment method
(A, I, T or P)*
	Essential/
desirable



	Qualifications
	
	

	5 passes at GCSE ‘O’ level grades A-C including English and Maths or equivalent
	A,I
	D

	
	
	


	Knowledge and experience
	
	

	Experience of working with the public
	A,I
	E

	Previous experience working in housing or management of estates
	A,I
	E

	Previous experience of working with other departments within housing or estate management to resolve issues
	A,I
	D

	An understanding of the Consumer Standards and Customer Service within a local government setting
	
	D

	Previous experience of monitoring contracts
	
	D

	Skills 
	
	

	Strong verbal communication skills
	A.I
	E

	Good written communication skills
	A,I
	E

	Experience of writing reports
	
	D

	Strong customer service skills with the ability to deal firmly but sympathetically with customers
	A,I
	E

	Can work independently and work on their own initiative
	
	E

	Can work as part of a team
	
	E

	Awareness Of:
	
	

	Safeguarding Adults and Children, Equality and Diversity, Health and Safety, and Confidentiality.
	A.I
	E

	
	
	

	Special requirements (e.g. working hours, driving licence etc)
	
	

	Driving licence valid to drive in the UK in order to drive council vehicles
	A,I
	E

	
	
	

	Basic Disclosure Scotland check
	On appointment
	E

	Behavioural competencies 
This section details the level of competency required to carry out this role (please see below for an overview of the framework and refer to the full Organisational Culture Framework  for clarification where needed).
	Level

	Embraces change
	1

	Innovation and creative thinking
	1

	Effective communication
	1

	Customer focus
	1

	Problem solving and decision making
	1

	Focus on efficiency
	1

	Performance and learning
	1

	Team working
	2

	Builds relationships
	1

	Commitment to the organisation
	1

	Please note that the criteria specified on this form will be used as guidance when short-listing all applications and again at interview.  Please ensure you provide evidence within your application giving examples, where appropriate, as to how you meet the specified requirement for the job.

*Assessment criteria  A = Application form; I = Interview; T = Skills based test; P = Presentation


	Mission
	A forward looking, efficiently run Council, working in partnership with others and 
providing first class services that give the community value for money

	Cluster
	Transformation
Forward looking.  The focus on our ability to respond to ever changing needs of our customers and bring about new ideas to ensure value for money.
	Delivering excellence
Efficiently run.  The focus on the values and behaviours (in addition to internal systems) that ensures efficiency and effectiveness at every level across the Council.
	Our people
To ensure that individuals at all levels of the organisation are supported, committed and engaged in the pursuit of our mission and work in a collaborative manner to fulfil our objectives.

	Values
	Challenge ourselves 
We strive to improve what we do by seeking out new ways of working, encouraging innovation and enabling change.
	Customer care
 We put the customer at the heart of what we do by engaging in clear, honest, and meaningful communications to deliver professional services shaped around their needs.
	Quality focus
With customer insight, we provide high-quality services and find ways to improve.  We aim to get things right first time, drive out waste and exceed expectations whenever possible.
	Organisational learning
We strive to create a work environment where everyone is valued, trusted, and supported.  We encourage and facilitate growth and learning at individual, team, and organisational levels.
	One Council
We work together collaboratively, recognising that we are one organisation, working to achieve a common mission.



	Behavioural competencies
	Embraces change
Has a positive attitude to change, adapts to meet new challenges,  and introduces changes to improve organisational performance.
	Innovation and creative thinking
Proactively generates and develops innovative ideas, opportunities or improvements in order to meet organisational objectives more efficiently and effectively.
	Customer focus
Puts the customer first, builds effective relationships and seeks feedback to address their needs.
	Problem solving and decision making
Understands and analyses issues in order to identify the most appropriate solutions.  Makes effective decisions based on thorough analysis and the needs of the organisation.
	Performance and learning
Demonstrates personal commitment to meet agreed performance standards and objectives.  Learns from experience and takes responsibility for identifying and addressing personal development needs.
	Team working
Proactively cooperates and interacts with colleagues, internal and external partners across the Council.  Encourages others to develop a collaborative approach to share information, knowledge, and ideas.  

	
	Effective communication
Communicates effectively.  Uses communication methods and standards, together with well-reasoned arguments to convince and persuade where necessary.
	Focus on efficiency
Meets or exceeds the Council’s standards by monitoring the quality of own work, team or service delivery.  Continually looks for areas of improvement to ensure efficiency, effectiveness, and value for money.
	Builds relationships
Presents a professional image; uses interpersonal skills to form positive and productive working relationships within and beyond the organisation.
	Commitment to the organisation
Consistently supports and demonstrates an understanding of and commitment to the Council’s vision and values.  Acts with integrity and accountability.  



