[image: ]
Job description

Title of post: 	Housing Policy Officer

Section: 	Housing Service 

Band: 		D – Part Time

Reports to: 	Housing Policy and Enforcement Manager

Purpose of post:

To provide an effective and well respected housing policy function for the Council.

Key activities:

· To support the Housing Policy and Enforcement Manager to develop the Council’s Housing Strategy and sub-strategies, facilitating public consultation exercises and forums, to bring about adoption.
· To develop Policies and procedures to deliver the Council’s Housing Strategies.
· To identify and commission relevant surveys to identify housing need, including the collection of all relevant performance data. 
· To understand the political landscape and public policy context, proactively finding new lobbying opportunities to ensure the Councils influencing strategies are effective.
· To collate and analyse all statistical information within the Housing Policy function, including performance data and the annual return to MHCLG, ensuring these complement data collected under the wider Strategic Housing function.
· Provide independent interpretation and analysis of policy and develop clear policy lines in relation to national or regional developments.
· Provide advice within the team regarding policy developments, potential threats and opportunities.
· Assist in the administration of the team, including tracking consultations, maintaining stakeholder databases, records, publications etc.
· To carry out housing related projects and produce related policies across the complete housing function.
· To contribute to other strategic policy documents produced by the Council, and specifically to provide a Housing Policy perspective within the Local Plan and Development Control functions.
· To prepare reports as necessary and to attend meetings as required.
· To maintain and develop links with external and partnership agencies and other local authorities.
· To seek to improve continuously and develop service provision and delivery.
· To contribute to corporate and strategic initiatives.
· To comply with standard employee Health and Safety at Work responsibilities.
· To carry out any other related duties as may be directed from time to time by the Head of Strategic and Private Sector Housing and the Housing Policy and Enforcement Manager.
· To provide appropriate advice and assistance to other members of staff.
· To work outside normal office hours, if necessary.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
· To participate fully in the Council’s staff appraisal scheme.
· To comply with standard employee Health and Safety at work responsibilities.
· To comply with the Council’s Equal Opportunities policy.
· To comply with the Council’s Safeguarding policy.
· To embrace the values and behaviours of the Council.
· To carry out any other related duties as may be directed.

Location

This is a part time post based at the Council Offices, Argyle Road, Sevenoaks, Kent, Sevenoaks, TN13 1HG
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Person specification

Title of post: Housing Policy Officer

	
	Essential 
	Desirable 

	Approach 
	Knowledge of major factors, influences and legislation facing local government, particularly in regard to housing. 

Understanding of the public policy context in which the Council operates. 

Experience of policy development within a public sector setting. 

Experience of developing and delivering work programmes and project plans.

Experience of working with elected members and senior officers. 

Experience of advocating for policy positions.

Strong customer focus looking for ways to exceed customer expectations.

Ability to work effectively within a team.

Ability to prioritise and organise caseload with minimal supervision

Success in working in association with partner agencies and stakeholders

Ability to liaise with external agencies, professional bodies, Members, etc

Ability to work well under pressure

A commitment to and the ability to achieve deadlines, targets and Performance Indicators

A flexible approach to adapt to changing and challenging situations

An ability to demonstrate a ‘can do’ approach to service delivery

Respect for confidentiality

Self-motivating, using initiative in problem solving
	

	Skills & Experience 	
	Ability to understand, recommend and articulate policies. 

Ability to gain a deeper understanding of specialist subjects as required by the particular role. 

Demonstrable ability to advocate confidently on complex and sensitive issues. 

Ability to understand, interpret and present information from a variety of sources and use them to develop policy lines. 

High degree of ability to produce clear, easily understood, logical and grammatically correct briefing and other written communications.

Ability to develop and promote new and existing initiatives.

Delivering presentations to a variety of audiences,
	Ability to develop and promote new and existing initiatives



	Qualifications 
	Educated to degree level or equivalent work experience.
	

	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 and provide relevant training

To have a car for work purposes, business insurance and a clean driving licence.
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