SEFTON COUNCIL

JOB DESCRIPTION


Service:		Economic Growth & Housing 

Location:		Magdalen House, Bootle / Agile

Post number:

Section:		Investment & Housing Services

Team:			Housing Standards

Post:			Housing Standards Support Officer

Grade:		D

Responsible to:	Housing Standards Manager

Responsible for:	There are no direct reports	


Job Purpose 

Work under the general guidance of the Housing Standards Manager, to assist with the delivery and administration of the Housing Standards Service.

Assist with the implementation of the Council’s strategic private sector housing functions in relation to the Council’s Housing Strategy, with particular emphasis on improving the quality, condition, and management of privately rented housing, to protect the health of tenants.

To deliver the following outcomes

1. To provide a full administrative service for the delivery of the Housing Standards Team with particular emphasis on the Healthy Homes Project.
2. To support the officers within the team and provide excellent customer service.

Main Duties and Responsibilities:

The post holder will contribute to the delivery of a service plan, for their team, which will be managed through a performance framework.

The post holder will be required to:

1. Undertake all administrative activities to complete the Healthy Homes Project, which will include liaising with tenants and landlords.

2. Assist in providing information to landlords, managing or letting agents and tenants, to increase awareness of the health effects of poor housing conditions.

3. To assist customers on the telephone, in person and via email and to give appropriate advice when receiving requests for service into the team.

4. Assist the team with financial controls and reporting on the outcomes of the Healthy Homes Project.

5. Assist with visits/inspections of properties in relation to Housing Standards inspections.

6. Ensure that all database/written records are maintained in accordance with the relevant requirements for legally admissible evidence, data collection, information governance and the monitoring and evaluation requirements of the service and project.

7. As the first point of contact with customers, the post holder will be expected to deal effectively, sensitively and confidentially with all enquiries.

8. To take minutes as required at various meetings.

9. Carry out other duties of a similar nature commensurate with the grading of the post.


(1) [bookmark: Pg23]Special Conditions


A casual car user’s allowance is available. 


(2) General

The post holder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  
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