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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Compliance Manager

	GRADE:
	MG6

	POST NUMBER:
	6814A

	RESPONSIBLE TO

	Head of Housing Assets

	JOB SUMMARY:

	Play a key role in the Council’s commitment to the delivery of affordable quality homes and carbon reduction targets within the Borough.
Line management of the Compliance team and co-ordination of activity, ensuring resilience and development in the team skills.

Manage all the major and minor compliances. 

1. Fire 

2. Gas 

3. Electrical

4. Water safety

5. Lifts 

6. Asbestos

· Ensure that all buildings meet current compliance standards and safe for use.

· Ensure the councils data bases are kept up to date that all statutory documents are current and legally valid.
· Implementation of the cyclical testing servicing maintenance programmes and provision of statutory documentation.
· Lead on procurement of contracts to deliver compliance testing and servicing and carrying out specialist testing.
· Ensuring regulatory and statutory compliance and best practices across the Housing portfolio.

· Ensuring the health and safety across the housing portfolio 
· Assisting the Head of Housing Assets in ensuring the housing stock is compliant with current safety regulation 

	ROLE REQUIREMENTS:
	

	1.
	To provide line management to the team of compliance managers for full compliance across the housing stock. Provide for equitable distribution of workload using the compliance manager’s specialist skill sets. Ensure professional service delivery across the team that meets expectations and promotes ABC as a good landlord and employer. Ensure team stays well informed through training and CPD.

	2.
	Ensure Health & Safety compliance across the team’s activity.

	3.
	Manage procurement of works through direct contracts and Framework procurements in liaison with Technical Maintenance Officer. Lead/direct on the preparation of specifications and tender documents for the procurement of service contracts and maintenance contracts. Carry out negotiation and evaluation of tenders and quotations through to formal appointment in accordance with Council ‘s agreed procedures.

	4.
	Review Compliance contract specifications, draft revisions, or new contracts in consultation with Housing Asset Manager and Compliance category managers.

	5.
	Implement monitor and review routines for the regular and comprehensive management of services supplied by the compliance team 

	6.
	Ensure team’s adequate supervision of contractors and management of contracts.

	7.
	Ensure all Buildings and services under control remain compliant. Ensure Statutory records are maintained to evidence compliance. Ensure adequate information is readily available to manage and observe and demonstrate compliance.

	8.
	Work with other statutory agencies and regulatory bodies, co-ordinate and liaise as required. Maintain the council’s database so evidence can be readily accessed.

	9.
	Utilising the team’s available resources to best effect and in liaison with other stakeholders ensure the Council remains compliant in all regards across the following key areas.
Asbestos – ensure ACMs in common areas are managed accordingly and records are managed in line with current legislation. 

Water Hygiene – ensure the water systems that the Council is responsible for remain wholesome and safe and are regularly tested in accordance with L8 approved schemes specific to each property. Ensure Risk assessments are reviewed periodically in line with approved guidance.

Fire safety – undertake the required inspections and servicing and repairs to ensure that all passive and active fire safety provisions and facilities remain fit for purpose and adequate. Fire doors, compartmentation, fire alarm systems, AOV’s and fire suppression systems. Review fire safety strategies for blocks and evacuation plans. Ensure all FRAs are current and all works arising from these are categorised and dealt with accordingly 
Electricity – To ensure that all ABC properties are safe and have current EICRs for the fixed installations.  Ensure general lighting, emergency lighting and lightening conductors in blocks of flats are all operable and have current test certificates.

Lifts – Ensure all passenger, platform and stair lifts are regularly serviced and maintained and inspected by a LOLER engineer. 

Gas - (Heating services all fuels) Ensure that all the equipment within this discipline is always fully compliant.

	10.
	In addition to the key areas above be responsible for the care and maintenance of the following installations implementing planned and preventative maintenance where appropriate and commissioning testing and certification as required; access control systems, key fob management systems, CCTV, intruder alarms, , fall arrest/mansafe installations, automatic entrance doors,, sprinkler systems, break tanks and pump sets, community care alarms, emergency power generators and disability aids such as hoists.

	11.
	To keep fully abreast of changes and advances in legislation, technology, building techniques and materials, ensuring that best value, continuous improvement, and best practice are always at the forefront of the service.

	12.
	To carry out and record periodic site inspections and prepare a report for all compliance areas.

	13.
	Undertake regular inspections of blocks of flats and communal areas about preventative and reactive maintenance and compliance, Health & Safety, and general housekeeping.

	14.
	To prepare reports for Cabinet meetings, policy advisory groups, Committees, scrutiny meetings or any other group or working group as necessary

	15.
	Provide prompt responses to complaints, disrepair claims or FOI requests. Collate responses from team as required and prepare response. Liaise with Housing Resolutions officer regarding response to initiator. Manage all complaints for the team ensure these have response in accordance with council practice.

	16.
	Provide reports to Head of Housing Assets as directed on current activity. Update KPIs and Service Performance Indicators as requested.

	17.
	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.

	18.
	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.

	19.
	Business Continuity
If 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.

	20.
	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.

	21.
	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.

	22.
	Safeguarding 

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

	23.
	Additional Duties

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

	OTHER CONDITIONS:

Essential car user

Be included in ‘on-call’ rota for Compliancy related matters
                                                                                                       August 2025 
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PERSON SPECIFICATION
	JOB TITLE:
	Compliance Manager
	

	POST NUMBER:
	6814A
	

	SERVICE:
	Housing
	


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Be a member of a relevant professional service, CIBSE, RICS, MCIOB etc.

· HNC or HND in Building Studies and/or significant relevant experience.


	· Qualifications or training in relation to any of the main six compliance areas: asbestos, water, fire, electricity, lifts, gas
· Relevant degree in building or building services 


	EXPERIENCE
	· Experience of managing a large multidisciplinary team

· Experience of working in housing compliance and/or a multidisciplinary build maintenance or construction team
· Experience of managing external contractors

· Experience of reporting, data and use of systems to monitor compliance

· Experience of undertaking large-scale procurement exercises 

	· Previous experience of using housing compliance monitoring systems such as True Compliance


	SKILLS & KNOWLEDGE
	· Excellent knowledge and understanding of housing compliance and the regulatory environment 
· Strong people and performance management skills

· Strong contract management skills

· Comfortable in using IT systems and programmes, including Microsoft Office and performance systems 

· Sound understanding of contracts and local authority procurement rules.

· Ability to deal with contractors, outside agencies, tenants, and the public. 
· Excellent communication skills both verbal and written
· Ability to deal with changing demands and priorities.


	

	OTHER REQUIREMENTS
	
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST: 





	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






