Job Description

	Job Title:       Compliance Officer 
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	Department:

	Communities, Environment and Resident Services

	Service Area: 
	Environmental Health and Public Protection

	Grade:

	GLPC-F

	Job Evaluation ID: 
	JE1000001367

	

	1 Job purpose
To provide a premium Environmental Health enforcement and compliance service protecting public health and citizen safety, improving poor housing and living conditions, preventing nuisance, tackling rogue landlords ensuring compliance with licence conditions and promoting the provision of safe homes and neighbourhoods in Nottingham.

	

	2 Principal duties and responsibilities

	1. To investigate complaints by citizens and Councillors, relating to Housing and Environmental Health matters.  Engage with tenants, landlords, management agents and key stakeholders to successfully resolve such matters.  When required, take swift and robust action to protect citizens.

2. To carry out specific areas of Safer Housing and ASB work which will include some of the following :-
a. To undertake proactive and reactive inspections of single and multiple occupied properties assessing safety and suitability including using the Housing Health and Safety Rating System (HHSRS), housing, and public health legislation, and for houses in multiple occupation (HMO)  reviewing management arrangements  and licensing conditions. 

b. To carry out the inspection of properties and ensure compliance with licensing conditions.  If required, serve relevant improvement reports on landlords / agents to make them safe and compliant.  To advise landlords / agents on how to make those necessary improvements.
c. To contribute to safer neighbourhoods by responding to reports of anti-social behaviour and other conditions detrimental to those areas. 

d. To support the provision of safer housing and positive communities liaising with citizens, local communities, landlords and key stakeholders.

e. To gather and process evidence in line with relevant legislation. Complete case files and / or reports for submission into the criminal justice system.
The compliance officer role will have areas of specialism from the above, officers may be required to carry out roles outside of their specialism but training and / or supervision will be provided to assist with additional duties. 

As part of a mixed team of officers delivering safer homes and improved neighbourhoods responsibility will be for inspection compliance and enforcement work, however the most complex cases will usually be dealt with by the environmental health officers in the team. 

3. To have the willingness and ability to pass relevant training.

4. To take compliance and enforcement action in line with the principals of the service’s five stage model, including providing advice and support, service of legal notices, works in default and prosecution to resolve a range of Environmental Health matters including nuisance and situations detrimental to public health and safety.

5. To support colleagues within Community Protection in matters that contributes to improved housing and public health across the City. 

6. To support the reoccupation of empty homes function by visiting properties, taking appropriate action to resolve immediate issues such as insecurity and rubbish accumulations and to encourage the re-occupation of these properties.

7. To maintain manual and computerised records including preparing letters and reporting on performance targets, customers views and other relevant figures to managers.

8. To develop and maintain technical knowledge, skills and competencies relating to the work of the team and specialist knowledge and skills relating to the relevant area of specialism.

9. To work to standard internal procedures, to observe the statutory and other relevant provisions governing or affecting the Directorate and the service provided.

10. To  work in partnership and support other service providers across the Council, ensuring that they are fully contributing to protecting our citizens.


11. To take reasonable care for personal health and safety and that of colleagues and other people affected by the work of the team, in accordance with the Council’s expectations and Health and Safety requirements.

12. To be committed and sensitive to ensuring equality of opportunity in terms of service provision and employment practices and to perform your duties in accordance with the City Council’s Equal Opportunities Policy.

13. To strive to meet the Council’s competencies and any subsequent performance frameworks to a level appropriate for the post.

14. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act.

	

	3.
All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	4. 
This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	5. 
Numbers and grades of any staff supervised by the post holder:  None

	6. 
Postholder’s immediate supervisor:  Principal Environmental Health Officer / Principal Licensing Officer

	

	Prepared by/author:  Anton Menzies

Date: May 2018 

	Reviewed by David Hobbs                                Date: June 2020

	


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Compliance Officer 



	Department:

	Commercial and Operations

	Service Area: 
	Community Protection; Safer Housing and ASB

	Grade:

	GLPC-F

	Job Evaluation ID: 
	JE1000001367

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Technical requirements
	Ability to draw up schedules of work and reports
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	Dependant on specialism:

Sound practical and working knowledge and understanding of housing construction. The ability to identify and address typical faults in traditional and non-traditional housing.

An understanding of the issues surrounding empty properties and poor quality housing and the impact these have on tenants and the community.
An awareness and understanding of the Housing Health and Safety Rating System (HHSRS).

Demonstrate the impact these hazards have on tenants.
A good understanding and / or working knowledge of housing legislation and licensing in relation to housing conditions. 
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	Team work and communication
	Ability to communicate effectively in writing, to produce detailed and accurate letters, statements, reports, legal notices and case files.
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	Ability to communicate effectively both face-to-face, over the telephone and by e-mail, to liaise with citizens, internal customers and outside organisations.
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	Ability to assess risk in relation to the area of work and take the most appropriate action to reduce the risk.
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	Ability to deal with conflict and difficult customers effectively; to listen, empathise, negotiate and be assertive in difficult situations.
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	Ability to work as part of a team and contribute to team objectives.
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	Ability to manage own workload
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	Work to promote mutual respect and good relations
	To understand and to be committed to the City Council’s Equality and Diversity policies and to implement them in practice.
	
	(
	
	(
	

	Information Technology
	Knowledge and experience of IT systems including a variety of software packages in order to word-process documents and maintain databases
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	Work Related Circumstances
	An ability to visit and inspect buildings across the City
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	Willingness to work outside office hours when required to do so.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Anton Menzies
Date: May 2018  

	Job title: Head of Safer Housing

Reviewed by: David Hobbs                    Date: June 2020

	Job Title: Selective Licensing Manager

	


