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	Job Title 
	Compliance Coordinator

	Team
	Housing, Wellbeing & Communities
	Grade
	7

	Reports to
	Compliance Team Leader

	Date
	February 2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	The Compliance Coordinator plays a critical role in ensuring the council fulfils its statutory and regulatory responsibilities as a social housing provider. The post ensures compliance across all building safety and mechanical & electrical service areas, including gas, electrical safety, water hygiene, asbestos, fire safety, lifts and lifting equipment and other statutory inspection regimes.

The role coordinates and monitors contractor performance manages the flow of all compliance‑related data, and ensures that accurate, robust records are maintained across all systems. The postholder supports contract management arrangements, monitors remedial actions, oversees compliance dashboards and reporting and ensures that work is completed in accordance with relevant legislation, regulatory frameworks (including consumer standards) and internal policies.

The Compliance Coordinator works collaboratively across Housing Services, including Compliance, Repairs & Maintenance, Assets & Developments, Housing Options, Health & Safety and external contractors, ensuring that compliance risks are identified early and addressed quickly to maintain safe, legal and well‑managed homes for residents.





Key areas of focus:
	[bookmark: _Hlk146096760]Role Description:

	1.
	Coordinate, track and maintain all statutory compliance data across gas, electrical safety, water hygiene, asbestos, lifts, fire safety and other mechanical and electrical services, ensuring records are accurate, complete and accessible on council systems.

	2.
	Monitor compliance performance against statutory requirements, policies, KPIs and regulatory standards, escalating risks or non‑compliance immediately to managers.

	3.
	Ensure all servicing, inspections, risk assessments and certification are completed on time, uploaded quickly and meet quality and regulatory requirements.

	4.
	Track and coordinate all remedial actions arising from inspections, ensuring works are raised correctly, progressed, monitored and closed once completed.

	5.
	Work closely with Repairs & Maintenance, Assets & Developments and Compliance teams to verify completion of works, ensuring contractors provide appropriate evidence, certification and updates.

	6.
	Support the preparation and maintenance of compliance dashboards, reports, audits and performance reviews for internal and external stakeholders.

	7.
	Act as the day‑to‑day liaison with all compliance contractors, building strong relationships and monitoring performance, quality and communication.

	8.
	Support contract management meetings through collation of performance data, minutes, actions and evidence required for governance and assurance.

	9.
	Ensure contractors comply with all contract specifications, health & safety requirements, information exchange processes and KPI monitoring arrangements.

	10.
	Assist with contract mobilisation and re‑procurement by coordinating asset data, certification records, stock lists, scheme information and relevant documentation.

	11.
	Manage the transfer and validation of compliance data from contractors and consultants into Arun’s IT systems, ensuring accuracy and completeness.

	12.
	Maintain asset registers, servicing schedules, inspection cycles, test dates and compliance trackers in line with statutory requirements.

	13.
	Produce accurate and timely reports, including compliance summaries, audit outputs, regulatory submissions, exception reports and data for committees or Boards.

	14.
	Ensure that data management practices meet the requirements of regulatory bodies, internal audit, data protection legislation and the Housing Ombudsman’s Complaint Handling Code where relevant.

	15.
	Respond to Member and MP enquiries, complaints and information requests within required timescales, providing accurate and well‑evidenced information.

	16.
	Act as the main point of contact for compliance enquiries, providing clear, timely and accurate responses to staff, residents, contractors and partner agencies.

	17.
	Support internal teams by providing compliance intelligence, certification, risk information and data to inform operational decision‑making.

	18.
	Communicate effectively and openly with staff, contractors and residents, ensuring clear understanding of compliance requirements, access needs and timescales.

	19.
	Ensure all compliance activities are delivered in accordance with relevant legislation, regulations and internal policies, including:

• Gas Safety (Installation & Use) Regulations
• Electricity at Work Regulations
• Control of Asbestos Regulations
• Lifting Operations and Lifting Equipment Regulations (LOLER)
• Water hygiene legislation
• Fire Safety legislation and guidance
• Social Housing Consumer Standards
• Council Standing Orders and Financial Regulations

	20.
	Identify and escalate risks and emerging issues proactively, contributing to risk registers, audits, service reviews and compliance improvement plans.

	21.
	Support internal and external audits by collating evidence, certification, action updates and documentation as required.

	22.
	Contribute to policy reviews, process improvements and the strengthening of compliance assurance across housing services.

	23.
	Provide administrative and organisational support including arranging meetings, preparing papers, taking minutes and tracking actions.

	24.
	Build and maintain effective working relationships with internal teams, contractors, external bodies and residents to support safe, compliant and well‑managed services.

	25.
	Ensure accurate, timely and comprehensive records of all compliance activity, communications and actions across all relevant systems.

	26.
	Undertake any other duties appropriate to the grade, as required by the Residential Services management team.



Additional information 
	1.
	Not responsible for staff.

	2.
	No budget responsibility. 

	3.
	The postholder is expected to work to service delivery standards set by others.





Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	CIH Level 3 or willingness to work towards a relevant qualification in social housing or compliance.
	x
	

	Formal training in compliance, building safety, asset management, contract management, or mechanical/electrical safety.
	x
	

	Training in statutory compliance areas (gas safety, electrical safety, asbestos awareness, water hygiene, fire safety, LOLER).
	
	x

	Experience

	Coordinating statutory compliance programmes (gas, electrical, water hygiene, asbestos, lifts, fire safety).
	x
	

	Maintaining compliance records, certification, databases and audit trails.
	x
	

	Working with contractors and monitoring contractual performance.
	x
	

	Identifying compliance risks, data gaps or anomalies and escalating appropriately.
	x
	

	Tracking remedial actions following servicing, inspections or risk assessments.
	x
	

	Using asset, housing or compliance IT systems.
	x
	

	Producing compliance reports, dashboards or performance summaries.
	
	x

	Supporting service improvement, policy updates or audit recommendations.
	
	x

	Abilities

	Ability to analyse compliance data and identify gaps or risks.
	x
	

	Ability to prioritise workloads to meet statutory deadlines.
	x
	

	Clear and professional communication with contractors, staff and residents.
	x
	

	Ability to interpret technical information and turn it into clear actions.
	x
	

	High level of accuracy and attention to detail.
	x
	

	Ability to challenge contractors appropriately and escalate when needed.
	x
	

	Ability to work collaboratively across services.
	x
	

	Knowledge

	Knowledge of statutory compliance requirements (gas, electrical, water hygiene, fire, asbestos, lifts).
	x
	

	Understanding of the regulatory environment for social housing and consumer standards.
	x
	

	Understanding of asset management principles and inspection regimes.
	x
	

	Knowledge of contract management, KPIs and performance monitoring.
	x
	

	Understanding of data governance, accuracy requirements and audit processes.
	x
	

	Proficiency with compliance/asset management systems and IT tools.
	x
	

	Understanding of repairs, planned works and contractor workflows.
	
	x

	Knowledge of risk escalation pathways within housing services.
	
	x

	Behaviours

	Consistency: Maintains standards, 
behaviours and fair decision making at work, correlating actions to opinions.
	x
	

	Commitment: Embraces and champions Arun’s values, with a strong work ethic, commitment, and motivation, to achieve and 
deliver outcomes.
	x
	

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions.
	x
	

	Transparency: Openly and honestly conveys information as they know it.
	x
	

	Supportive: Builds a supportive work environment by being available, actively listening and providing constructive advice or suggestions.
	x
	

	Competencies

	Communication (written/oral): Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels.
	x
	

	Critical thinking: Able to consider different perspectives, and Council needs and procedures in balance when making decisions and solving problems.
	x
	

	Industry knowledge: Actively seeks out best practice and CPD to understand current issues related to the department, sector, and profession to make informed decisions.
	x
	

	Organisation skills: Understands work of the 
wider team and feeds into supporting this alongside own work, making the best use of available resources.
	x
	

	Problem solving: Able to identify internal/
external issues, consider solutions and implement to support objectives.
	x
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a 
network of contacts.
	x
	

	Strategic Thinking: Understands and can articulate how the team’s role fits into the bigger 
picture and how it impacts others.
	x
	

	Other 

	
	Yes
	No

	Does this role require an Basic DBS (Disclosure and Barring Service) check?
	x
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	x

	Is this a Politically restricted post?
	
	x

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	x

	Does this role require a driver’s license and access to a vehicle?
	x
	

	Does this role attract an essential car user allowance?
	
	x

	Does this role attract a market supplement?
	
	x

	Does this role require a uniform?
	
	x
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