Job Description

	Job Title:       Tenancy Intervention Officer


[image: image1.jpg]Nottingham
City Council

i&.




	Department: 
	Commercial & Operations (Tenancy Matters Team)

	Service Area: 
	Community Protection: Environmental Health & Safer Housing 

	Grade
	G

	

	1. Job purpose 
To investigate complaints about illegal eviction and harassment and anti-social tenant behaviour.
To provide advice and support to tenants who are being targeted by rogue and criminal landlords. Provide advice and support to landlords lawful and legitimate activities to tackle tenants causing or allowing unlawful, anti-social and criminal activity on their premises. 



	

	2. Principal duties and responsibilities

	1. Be ambitious for Nottingham in the provision of the Environmental Health & Safer Housing services (EH&SH) in accordance with statutory requirements, Council policies and service plans by means of education, advice, presentation, and enforcement activities.
2. To advise, inform and assist landlords and private renting tenants on housing and tenancy matters. To negotiate with landlords and tenants on housing law matters and advise parties of their obligations and rights, and where appropriate promote the settlement of disputes.
3. To be an authorised officer and undertake relevant enforcement and compliance activities including, advice, warning, service of legal notices, prosecution, execution of warrants, formal interviews of defendants, in accordance with relevant legislation and operational procedures.

4. To provide reactive and proactive services, investigate offences, to be a decision maker in relation to compliance and enforcement, to investigate offences and issue agreed levels of warnings, including initiating criminal prosecutions if appropriate in line with relevant legal powers, procedural provisions and departmental systems. To attend Court to give evidence when necessary.
5. To carry out investigation and enforcement in relation to protection from harassment and illegal eviction in conjunction with the multi-agency team.  To be able to advise on relevant landlord and tenant law and other relevant legislation covering private renting. 
6. Support tenants being targeted by rogue and criminal landlords and to work with the most challenging and vulnerable people within our communities.

7. Support landlords legitimate and lawful activities as they deal with tenants where criminal activity is occurring in their property and / or tenants are causing persistent ASB.
8. To have regard to the legislative compliance of accommodation, to raise concerns with appropriate agencies as needed, and to formally challenge poor practice by landlords as well as providing them with information and guidance on good practice and tenancy management.

9. To develop and maintain an up-to-date knowledge and expertise of the areas of work allocated.

10. To raise awareness of environmental health issues and promote the Environmental Health and Community Protection Service by giving talks and presentations to businesses and citizen groups and attending exhibition stands and events.

11. To participate in cross service working within Community Protection and liaise with officers of other local authorities, enforcement agencies, 3rd sector bodies and other partners at local, regional and national level.

12. To provide training and mentoring to relevant colleagues and coordinate their activities as required and participate in the recruitment and selection process.

13. To ensure all activities undertaken are conducted in accordance with departmental systems and are properly and promptly recorded using relevant software, data and intelligence systems as appropriate.

14. Ensure the maintenance of confidentiality of all information and intelligence held by the Service in compliance with a range of legislation including the Data Protection 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 for their post.

	

	


	5. 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.

	

	6. Numbers and grades of any staff supervised by the post holder: 0

	None 

	

	7. Post holder’s immediate supervisor: Strategic Housing Manager 
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	Job title: Operations Manager, Housing Licensing and Compliance


	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:          Tenancy Intervention Officer



	Department: 
	Commercial & Operations 

	Service Area: 
	Community Protection: Environmental Health & Safer Housing 

	Grade
	G

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
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	Knowledge/ Technical Requirements
	Knowledge, understanding and awareness of private rented housing legislation, Environmental Health, antisocial behaviour, and their application in the private rented sector, including the interpretation and application of legislation.
	
	(
	(
	(
	

	
	Working knowledge of the implication of homelessness and prevention solutions
	
	(
	(
	(
	

	
	A sound knowledge, skills and competencies relating to the work of the team.
	
	(
	(
	(
	

	
	Demonstrated experience of applying legislation in practical situations.
	
	(
	(
	(
	

	
	Ability to direct investigations resulting in legal sanctions in accordance with relevant procedural and evidential rules.

	
	(
	(
	(
	

	Skills/abilities – interpersonal
	Ability to communicate complex issues on a face to face basis demonstrating tact, diplomacy, sensitivity and customer care with citizens and other parties.
	
	(

	(
	(

	

	
	Ability to develop and support team members and manage performance systems to ensure effective service delivery
	
	(

	
	(
	

	
	Ability to conduct presentations relating to Environmental Health and housing issues. 
	
	(
	(
	(
	

	
	Experience of and commitment to negotiating with and working with the public, internal customers and outside agencies and bodies.
	
	(
	
	(

	

	
	Ability to produce written formal documents such as reports, statements, letters, notices and prosecution files. 
	
	(

	(

	(

	

	
	Ability to work as part of a team and contribute towards team objectives.
	
	(
	(
	(
	

	Information technology
	Practical knowledge of IT systems including a variety of software packages, in order to word-process documents and maintain databases in accordance with operational requirements.

	
	(
	(
	(
	

	Initiative, Organisation and Professional Development
	Experience and ability of analysing information, prioritising work and scheduling tasks accordingly.
	
	(

	(
	(

	

	
	Experience of work planning and time management principles and an ability to put such principles into practice.
	
	(
	(
	(
	

	
	Ability to work unsupervised and to make decisions in an unsupervised situation.
	
	(
	(
	(
	

	
	Ability to recognise, analyse and resolve problems
	
	(
	(
	(
	

	
	Ability to develop own knowledge, skills and competencies to a high level of expertise.
	
	(

	
	(

	

	
	Ability to keep up to date with knowledge of all functions relating to the work of the service area.  
	
	(
	(
	(
	

	Work to promote mutual respect and good relations
	An understanding of, and a commitment to the importance of equality and of providing a service that not only reflects equality but also demonstrates equal opportunities to all customers  
	
	(

	(
	(

	

	
	Experience of and ability to work in a pressurised service. and responding to citizens’ crisis situations
	
	(
	(
	(
	

	Work related circumstances
	Willingness and ability to pass and maintain NPPV  Police vetting
	
	(

	
	
	

	
	Willingness and ability to provide duty officer cover and to work outside routine office hours as and when reasonably required.
	
	(
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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4. 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 be treated in confidence and 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. 








