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	JOB TITLE:
	Team Leader (Private Sector Housing) 

	GRADE:
	MG7

	POST NUMBER:
	3137C

	RESPONSIBLE TO	
	Environmental Health Manager

	RESPONSIBLE FOR
	Private Sector Housing Officer (Grants & Adaptations)
Private Sector Housing Officer
Empty Homes Officer
Tenancy Liaison Officer

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Weekdays 

	ON CALL / CALL OUT ARRANGEMENTS 
	Not applicable

	SHIFT ALLOWANCE
	Not applicable

	OTHER
	Essential car user / use of own vehicle as required

	JOB SUMMARY:	
	

	ROLE REQUIREMENTS:
	To manage, support and develop the Private Sector Housing Team, ensuring that the service is delivered smoothly and efficiently in line with policies and procedures and to deal with contentious, complex cases and complaints about housing standards.
To promote, maintain and safeguard the health of residents through advice, guidance and enforcement, working in partnership with businesses (landlords, managing agents, etc) to improve standards, conditions and health outcomes particularly in the private rented sector.
To manage all activity relating to bringing privately owned empty homes back into use, deliver energy efficiency projects and initiatives to achieve low carbon and warm homes, deliver of grants and financial assistance to repair, improve and adapt properties, and licence caravan sites and houses in multiple occupation (HMO) and enforce standards.
To support other Team Leaders and specialists working across the Council.

	1. 
	To participate and lead as appropriate on assigned corporate projects and through the role specific duties outlined below help the Public Protection Service and Council achieve its wider community ambitions.

	2. 
	To take management responsibility for a specified part of the Public Protection Service. To develop and implement relevant policies/strategies, procedures, good practice and statutory guidance, and, to direct the work of the team and officers as assigned.

	3. 
	To ensure the operational delivery of an excellent and coordinated range of services to residents, businesses and visitors to the Borough relevant to the specified part of the Public Protection Service.

	4. 
	To actively support the Council’s key partners relevant to Public Protection Service and wider Council strategic goals.

	5. 
	To maximise business development opportunities.

	6. 
	To deliver constant improvements across the range of services through innovation, the development of policy, applying best practice and promoting customer care improvements.

	7. 
	To deputise for the Environmental Health Manager as necessary and relevant to the role specific duties outlined below.

	8. 
	To prepare reports for and attend Court, Hearings, Cabinet meetings, Committee (and Sub-Committee meetings, Policy Advisory Committees or Sub-committees, Scrutiny meetings or any task group, working group and all other meetings) as directed and relevant to the role duties.

	9. 
	To investigate, reply to and report on service complaints received as relevant to the role duties outlined and to liaise regularly with the Environmental Health Manager and other staff on complaints.

	10. 
	To respond quickly and effectively to Members’ and media enquiries.

	11. 
	To participate in the preparation and review of the Safety and Wellbeing Annual Service Plan, ensuring that it is consistent with the Council’s business plan and corporate objectives, audit reports and any other service reviews.

	12. 
	To support the delivery of wider Safety and Wellbeing services providing resources and assistance to other Team Leaders as appropriate.

	13. 
	Role Specific Duties – Private Sector Housing Team Leader
To provide leadership and manage the day-to-day work of officers involved in Private Sector Housing work. 
In particular to:
a) give guidance and direction to staff to ensure that the teams annual plans and strategic objectives are met.
b) coordinate the inspection/specialist duties of other officers.
c) monitor performance and to be responsible for the reporting of performance indicators internally and externally.
d) provide advice and guidance to officers, senior management, members, MP, etc., with regard to Private Sector Housing.
e) develop and maintain an expertise in the regulatory activities enforced within the team and coordinate training and development for officers. 
f) enforce the relevant statutory provisions in respect of unauthorised traveller / gypsy encampments on Council owned land, in partnership with the Police as necessary and appropriate.
g) provide specialist Housing advice and support to the service, other services and the council.

	14. 
	To lead the production of annual plans and objectives for assigned areas of the service ensuring those areas performance targets and financial targets are met. To collate responses to government consultations and take the lead in new policy and systems design.
To ensure delivery of operational activities for assigned areas of work or teams within the service. To ensure that they are appropriately resourced including the recruitment, direction, management, training and development of the individuals within the relevant teams.

	15. 
	To take a policy lead for Housing Standards advice, Energy Efficiency of private housing, Housing Adaptations and Grants, HMO licensing and other areas as relevant to your team or service. 
In particular to:
a) prepare policy, procedures and operational notes as necessary to ensure the Council meets its responsibilities in the area of Private Sector Housing.
b) prepare and present reports as necessary including the preparation of statutory returns.
c) present reports to Management Team and relevant Council committees.
d) attend meetings and represent the Council as appropriate as relevant to Team Leader responsibilities.
To undertake inspections, investigate and deal with requests for service as necessary. 
In particular to:
a) undertake specialist & complex housing related inspections and investigations.
b) undertake specialist & complex HMO licensing inspections and investigations
c) produce detailed notes, calculations, plans and digital images of properties inspected and keep appropriate records
d) provide housing standards advice and comments on planning applications.

	16. 
	To lead on promotional campaigns at events such as landlord’s forum relevant to Private Sector Housing. To support the development and delivery of public health projects and programmes as relevant to Private Sector Housing.

	17. 
	To carry out regular appraisals to discuss performance and personal development.

	18. 
	Carry out enforcement duties by gathering and reviewing evidence, preparing statutory notices, conducting PACE-compliant interviews (including audio recording), and preparing prosecution and appeal cases. Provide statements, obtain witness statements, prepare prosecution files, represent the Council in court or tribunals, and liaise with Legal as a Case Officer to ensure all records and parties are kept updated.

	19. 
	To undertake administrative duties as necessary in connection with the fulfilment of the above duties.

	20. 
	Use equipment safely under proper guidance, such as collecting samples (e.g. water, paint or soil), or operating devices like moisture meters, thermal cameras, carbon monoxide detectors, voltage detectors, multimeters and laser measures, then record and interpret the results.

	21. 
	Working within established procedures and using your judgement to create a detailed plan that addresses hazards effectively. Collaborate with enforcement agencies and stakeholders to take appropriate informal or formal actions based on policies and legislation and monitor progress to ensure hazards are properly mitigated. Externally this includes, but is not limited to, working with the Police, Fire & Rescue Service, The Home Office, Local Authority Education and SEND teams, Children & Family Services, Adult Social Care, Occupational Therapists, Safeguarding Partnerships, NHS Social Care Partnerships and other agencies and charities such as Porchlight.

	22. 
	Liaise with other internal services as necessary in connection with the fulfilment of the assigned duties. This may include internal services such as ABC Lettings, Building Control, Housing Options, Homelessness, Neighbourhood Services, Finance, Planning & Development and Community Safety.

	23. 
	To support the delivery of wider Environmental Health services, helping and training other colleagues as appropriate.

	24. 
	Take responsibility for your own learning and keep up to date with relevant laws, policies, procedures, and best practices related to private sector regulation and enforcement.

	25. 
	To undertake out-of-hours work as required.

	26. 
	Emergency Planning - To participate as defined in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	27. 
	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.

	28. 
	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


	29. 
	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.


	30. 
	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.


	31. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.


	DATE
	30 September 2026






	PERSON SPECIFICATION

	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good educational background – GCSE C or above English and Maths and/or equivalent
· MSc, Degree or Diploma in Environmental Health and Certificate of Registration with the Environmental Health Registration Board EHRB (CIEH)
and
· Evidence of continuous professional development (CPD)
· Certificate and competency in Housing Health and Safety Rating System (HHSRS)
	· Building construction/Fire Safety or other related qualification
· Member of the Chartered Institute of Environmental Health/Chartered Institute of Housing
· Management qualification

	EXPERIENCE
	· Significant post qualification work experience in environmental health/private sector housing
· Experience of managing / supervising staff
· Experience undertaking enforcement action and appearing in court
· Experience of dealing with the public
· Experience of dealing sympathetically, positively and fairly with customers or clients and experience of dealing with difficult customers and situations
· Experience of partnership working with multiple agencies
· Experience in dealing with legal and administrative procedures
· Experience in writing detailed reports and schedules of works, developing policy and producing procedural documents or equivalent
· Experience of handling complaints and FOI enquiries
	· Experience relevant to the delivery of disabled facilities grants and other related grants and assistance
· Experience of health & wellbeing projects as relevant to Private Sector Housing

	SKILLS & KNOWLEDGE
	· A good working understanding of financial, administrative and information systems

· Knowledge and understanding of housing legislation, guidance and policy relating to private sector housing

· Understanding of mechanisms for dispute resolution and systems of redress within the local government setting

· Good verbal and written communication skills to communicate effectively at all levels

· Innovative and willing to learn new skills and deal with change positively 


· Commitment to team working

· Strong IT skills 

· Ability to obtain and analyse relevant evidence and make reasoned decisions


· Displays sensitivity, tact and diplomacy in all situations

· Accurate in obtaining and presenting data

· Ability to plan ahead
	· Knowledge and understanding of contract management.
· Good knowledge of grants and financial assistance, and energy efficiency initiatives/low carbon measures
· Understanding of the current challenges facing local government and the public sector generally.
· Skills & knowledge relevant to Private Sector Housing and other related provisions.
· Skilled at using the Arcus Global Regulatory Services database.

	OTHER REQUIREMENTS
	· Able and prepared to work outside normal office hour
	



OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  
SPECIAL CONDITIONS:
The post holder is expected to conduct comprehensive inspections on site in a range of challenging conditions, which may include surveying derelict properties, climbing ladders to access roof spaces, using steep stairs in older properties to reach basements and investigating sewerage and drainage matters on caravan, mobile home sites or other external locations as required.

Contractual / Training Requirements 
	[image: A piece of a puzzle
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	Yes
	

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	Yes
	

	Night Working - Working 3+ hours  between 11pm and 6am
	
	No

	Lone Working 
	Yes
	

	Working in confined spaces
	Yes
	

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	Yes
	

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	Yes
	

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	
	Level 2 
	

	DBS check required – confirmed by a counter-signatory
*If Enhanced, Adult List / Child List * (delete as appropriate)
	
	
	

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	
	Level 2 
	

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	Yes 
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