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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Private Sector Housing Officer

	GRADE:
	SCP 30 - 33

	POST NUMBER:
	7177A

	RESPONSIBLE TO

	Private Sector Housing Team Leader

	JOB SUMMARY:

	Promote and protect public health by providing advice, guidance, and enforcement, working collaboratively with businesses (including landlords and managing agents, etc) to raise standards, improve housing conditions and achieve better health outcomes within the private rented sector.
Investigate complaints related to private sector housing conditions and take appropriate action where necessary. 

Support energy efficiency initiatives aimed at creating low-carbon, warm homes, including administering grants and financial assistance for property repairs and improvements.
Coordinate housing grants and loans to repair or improve residential properties or to provide adaptations that enable individuals to remain safe and independent in their homes. 

Facilitate the return of empty properties to residential use, reducing the environmental and economic impact of vacant homes on the district. 

Monitor works carried out in default, ensuring progress is tracked, charges are applied correctly and costs are recovered.

	ROLE REQUIREMENTS:
	

	
	General

	1. 
	Collaborate with colleagues to provide an efficient, effective and high-quality service within the Private Sector Housing Team, including active participation in team meetings and regular reviews with the Private Sector Housing Team Leader. Support in the co-ordination of inspection planning and development of policies and procedures.

	2. 
	Utilise ICT systems to log service requests, input data, export information and scan and index documents including certificates, licenses and records, ensuring accurate data recording to support record maintenance and data accuracy. Support the Team by preparing electronic reports and compiling data on relevant matters. Efficiently manage a busy shared email inbox by responding quickly to messages and either handling complex enquiries yourself or directing them to the appropriate colleagues when necessary.

	3. 
	Provide guidance on legislation and issues concerning private sector housing to colleagues, residents, tenants, landlords, agents, contractors and other stakeholders.

	4. 
	Working within established procedures and Council Policies, manage and prioritise your caseload by addressing service enquiries in person, by phone or in writing, ensuring prompt and appropriate responses. Investigate cases thoroughly by reviewing all aspects and securing relevant evidence. Communicate effectively with diverse audiences, including on complex or sensitive matters.

	5. 
	Working within established procedures, engage with residents to resolve housing related issues, particularly those in challenging, vulnerable or complex situations and cases involving tenant harassment and illegal eviction. This requires managing emotionally demanding information, mediating conflicts between parties, making informed decisions and working effectively under pressure.

	6. 
	Working within established procedures, carry out inspections and surveys to investigate housing standards and unlicensed HMO complaints. Make decisions and recommend solutions including notices or orders. Identify and implement measures to address defects and control hazards, ensuring adherence to relevant laws, case law and guidance. Use advisory and negotiation skills to promote corrective actions, and collaborate with tenants, landlords and managing agents when determining remedies and schedules of work.

	7. 
	Working within established procedures, inspect dwellings and HMOs under the Housing Health and Safety Rating System (HHSRS) to identify and rate hazards and in addition for HMOs, determine their suitability for a mandatory licence and coordinate the process of issuing a licence where appropriate. 

	8. 
	Working within established procedures, use your judgement to interpret building plans and specifications, ensuring they meet relevant standards and regulations. Understand technical drawings, materials and construction methods to verify compliance with codes and safety requirements, consulting professionals like structural engineers when needed.

	9. 
	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.

	10. 
	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, Neighborhood Services, Finance, Planning & Development and Community Safety.

	11. 
	Represent the Council at required meetings, engaging professionally with Councillors, Officers, partner organisations, stakeholders and the public. Actively participate in key partnership groups, including the Kent Housing Group, its subgroups, and the Landlord Forum. Collaborate with external organisations on environmental health projects, using creativity and evidence‑based practice to research, plan and deliver effective stakeholder and landlord engagement, including education and training activities.

	12. 
	Working within established procedures and using your judgement provide housing standards advice and make effective comments on Planning Applications.

	13. 
	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.

	14. 
	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. 

	15. 
	Working within recognised procedures, inspect dwellings to determine eligibility for loans and grants ensuring inspections align with current legislation and council policy. Determine applicant qualification for financial assistance by using the statutory means test or other eligibility criteria and assist clients in preparation of applications. Communicate and coordinate with stakeholders, partners, agents and other departments ensuring smooth and efficient processing of grants and loans.

	16. 
	Analyse submitted works estimates. Assess the suitability of individual costs and schedule items. Undertake a cost benefit analysis. Check applications for accuracy and completeness and recommend applications for Team Leader approval.

	17. 
	Assess caravan and mobile home sites for compliance with relevant legislation and Model Standards, using judgement to determine licensing suitability. Communicate clearly with site operators about their licence obligations and enforcement processes, collaborating to achieve compliance within set deadlines. Coordinate and consult with Planning & Development and the Fire & Rescue Service to maintain consistent standards and conditions. 

	18. 
	Working within established procedures for unauthorised traveller/gypsy encampments on Council land, work with Police, Community Safety and stakeholders. Keep records and parties informed and visit the site quickly to review cleanliness, local impact, obstructions, police reports and welfare concerns.

	19. 
	Working within established procedures identify, record, survey and assess empty properties to help restore them to required standards.

	
	Other

	20. 
	To support the delivery of wider Environmental Health services, helping and training other colleagues as appropriate.

	21. 
	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. 

	22. 
	Perform required administrative tasks, such as accurately recording inspections, investigations and notes in the Arcus Global database. 

	23. 
	To liaise with other services as necessary in connection with the fulfilment of the above duties.

	24. 
	To undertake out-of-hours work as required.

	25. 
	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.

	26. 
	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.

	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.

	OTHER CONDITIONS: 
Essential Car User
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PERSON SPECIFICATION

	JOB TITLE:
	Private Sector Housing Officer

	POST NUMBER:
	7177A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good educational background – GCSE C or above English and Maths and/or equivalent

· Good standard of education in relevant areas including Level 5 (or equivalent) in Higher National Diploma in Building Studies, Environmental Health, Housing or Private Rented Sector

	· Certificate and competency in Housing Health and Safety Rating System (HHSRS) (or willingness to learn)
· Building Construction/Fire Safety or other related qualification
· Member of the Chartered Institute of Environmental Health/Chartered Institute of Housing

	EXPERIENCE
	· Experience of working with the public and property/landowners
· Experience of dealing sympathetically, positively and fairly with customers or clients and experience of dealing with difficult customers and situations

· Relevant experience in the field of private sector housing enforcement, in particular experience relating to the Housing Act 2004
· Building surveying experience in respect of residential property
· Experience of supervising/monitoring building and works contracts
· Experience of project administration and delivery and of partnership working

· Experience in writing detailed reports and schedules of works and producing procedural documents or equivalent


	· 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

· Experience undertaking enforcement action and appearing in court/tribunal

· Experience relating to empty and derelict homes

	SKILLS & KNOWLEDGE
	· Understands domestic building types, materials and construction stages.

· Recognises typical defects and can describe their likely causes (e.g. damp, subsidence).

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

· 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

· Accurate in obtaining and presenting data

· Ability to plan ahead

· Excellent negotiation skills and ability to deliver presentations 
· Ability to competently represent the council at public events

· Understanding of mechanisms for dispute resolution and systems of redress within the local government setting
	· Knowledge of the housing market and its effects on empty and derelict property
· Knowledge of building construction and contract administration

· Knowledge of grants and financial assistance, and energy efficiency initiatives/low carbon measures

· Understands how construction choices affect health, safety and environmental performance

· Skilled at using the Arcus Global Regulatory Services database

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

	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.
Full driving licence and access to a vehicle.

Able as required to work outside normal office hours, including evenings and weekends.
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	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






