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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Senior Neighbourhood Housing Officer


	GRADE:
	SCP 34 - 37

	POST NUMBER:
	6901A

	SERVICE:
	Housing

	RESPONSIBLE TO

	Lead Specialist – Estate and Tenancy Management

	JOB SUMMARY:

	To be responsible for the line management of the Neighbourhood Housing Officers specialising in Estates and Tenancy Management roles.  
Support the Lead Specialist for Estate and Tenancy Management in their role in supporting the Neighbourhood Services Manager to deliver a high quality, customer orientated service to our tenants that is compliant with the requirements of the Social Housing (Regulation) Bill.

Provide support, direction and guidance to the Neighbourhood Housing Officers when dealing with more complex estate management issues.  

To be responsible for the co-ordination of compliance work flow tasks, including but not limited to the allocation of work to Neighbourhood Housing Officers, in line with procedure to ensure 100% compliance across all heating systems within the HRA housing stock.

To be responsible for the co-ordination and provision of information in relation to disrepair claims made by tenants, including but not limited to the preparation and collation of all relevant documentation in preparation for Court proceeding including the planning of visits by Neighbourhood Housing Officers to meet set timescales.

To liaise closely with Legal Services, especially in relation to compliance and disrepair matters.  
To represent the Neighbourhood Housing Service Team at the appropriate cross service meetings, for example the weekly void meeting.

To build strong and productive partnerships within the local authority and with external partnership agencies to ensure collaborative working relationships.

To actively participate in and promote tenant engagement and involvement opportunities within the arena of estate and tenancy management but supporting this work across the wider housing service.



	ROLE REQUIREMENTS:
	

	1.
	To deputise for the Lead Specialist for Estate and Tenancy Management when appropriate and necessary.

	2.
	To line manage and provide day to day management of the Neighbourhood Housing Officers who are responsible for the Estate and Tenancy Management service provided to tenants, including training and development for the officers that has been identified through regular 121’s and appraisals.


	3.
	To be responsible for ensuring that the Neighbourhood Housing Officers follow policy and procedure when managing their workflow, including but not limited to anti-social behaviour, succession and assignment of tenancies, compliance, disrepairs, all other breaches of tenancy and promotion of tenant engagement.


	4.
	To support and promote the benefits of partnership working to deliver excellence in service provision.   To attend all relevant internal and partner working groups including but not limited to Community Safety meetings, Serious Organised Crime meetings and the weekly void meeting to provide representation and then feedback on actions required.  



	5.
	To actively promote and support the implementation work plan for the Social Housing Regulation Bill and associated legislative commitments, including the opportunities for tenant engagement and involvement across the housing service.



	6.
	To liaise closely with the Lead Specialist for Estate and Tenancy Management and the Neighbourhood Services Manager to ensure the direction for the housing management service remains consistent and compliant with the Social Housing (Regulation) Bill, the anti-social behaviour policy and procedure, best practice in estate management as a whole. Ensure the service is delivering in its requirements to meet the corporate aims and objectives of the Council.



	7.
	To be responsible for the review of case files prior to non-rent arrears court action, including the signing of Notices of Seeking Possession, Notice of Possession Proceedings, gas safety warrant applications and Risk Assessment Matrix submissions.



	8.
	To provide support and guidance to enable the Neighbourhood Housing Officers to manage and resolve complex estate management issues, liaising with other departments, partner agencies and Members where necessary.



	9.
	To manage and co-ordinate the neighbourhood services team’s contribution to support and achieve 100% compliance for gas and other energy types.



	10.
	To be responsible for the co-ordination and provision of information in relation to disrepair claims made by tenants, including but not limited to the preparation and collation of all relevant documentation for Legal and the planning of visits by Neighbourhood Housing Officers to meet set timescales.

	11.
	To work closely with the internal Legal Department regarding legal proceedings and assist the Lead Specialist for Estate and Tenancy Management with regards to complex or challenging cases.



	12.
	To be responsible for the co-ordination, completion and record keeping for Estate and Block Inspections across each calendar year, covering the whole Ashford Borough where the housing service has stock. 



	13.
	Be flexible and pro-active to support the work and development of the Income Team and the Independent Living Team.



	14.
	To deputise and assist the Lead Specialist for Estate and Tenancy Management in their Safeguarding Lead role.  To be a point of contact for all enquiries as part of this Lead Role and offer support, guidance and advice to officers, ensuring that a referral is made if required and that it is recorded on the system accordingly.   There will also be a requirement to attend regular Safeguarding meetings.

	15.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	16.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	17.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	18.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	19.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	20.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	21.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS:
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PERSON SPECIFICATION
	JOB TITLE:
	Senior Neighbourhood Housing Officer

	POST NUMBER:
	6901A

	SERVICE:
	Housing


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Formal Qualification in Housing, Level 3 (obtained or working towards)
· Good level of literacy and numeracy; the ability to present items to others in writing and verbally.
	· Consider next appropriate level formal qualification in Housing

	EXPERIENCE
	· Experience and understanding of social housing landlord services, including rent and arrears collection, tenancy sustainment, working with vulnerable and complex clients and community engagement

·  A good understanding of estate management, including anti-social behaviour and the social housing white paper/regulation bill
	· Line management responsibility



	SKILLS & KNOWLEDGE
	· Knowledge of the various partnership agencies working with Ashford Borough Council to ensure high quality services and outcomes for tenants

· Understanding of the financial workings of social housing regarding the Housing Revenue Account 
	· Experience of performance management

	OTHER REQUIREMENTS
	· Flexible approach

· Ability to deal with challenging situations as they arise

· Deputise and provide support for colleagues within the Housing Management Team as required
	· Have a sound understanding or experience of working within a housing management service

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST: 
A full driving licence




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






