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Job Description

Post Title:

Senior Private Sector Housing Officer
Service:

Housing
Grade:

7
Responsible To:

Private Sector Housing Manager
Manages:                3 FTEs

                                 x 1 Tenancy Compliance Officer
                                 x 2 Private Sector Housing Officers
Job Summary:
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 in the private housing sector, in particular the private rented sector, and health outcomes.

The main areas of work are complaint investigation relating to disrepair and fire safety, applying housing standards and enforcement to ensure compliance, bringing empty properties back into use, delivering energy efficiency projects and initiatives to achieve low carbon and warm homes and the delivery of grants and financial assistance to repair, improve and adapt properties.
                                To manage 2 x Private Sector Housing Officers and 1 Tenancy Compliance Officer. 
Main Activities:

1. Respond to complaints relating to housing conditions, disrepair, overcrowding, HMOs, empty homes, caravan sites, and provide advice to complainants. Carry out inspections and investigations using the Housing Health and Safety Rating System, assess the most appropriate course of action and proceed with interventions in accordance with the Private Sector Housing Enforcement Policy.
2. Provide information and advice to businesses to assist them to comply with legal requirements, guidance and local policies. Take appropriate action in the event of non-compliance, including serving statutory notices and legal proceedings to include occasional court attendance.
3. Carry out inspections to ensure fire safety precautions are in place, liaising with Kent Fire and Rescue Service when necessary, and take enforcement action where necessary to ensure standards are met.

4. Participate in the delivery of the Council’s Housing Assistance Policy, to include disabled facilities grants and other grants and assistance. Advise customers on the grants and assistance available, and review, process and approve applications. 
5. Design and deliver initiatives and projects to improve energy efficiency of homes, reduce fuel poverty and meet national/local sustainability targets.  Engage with residents and partner organisations to maximise scheme take up.  
6. Deliver projects to bring empty homes back into use, working with partner organisations. 

7. Provide supervision, support and task management for private sector housing officers and the tenancy compliance officer.  Carry out staff appraisals, performance management and 121’s.  Recruit as necessary suitably qualified and experienced staff.  Address any personnel issues within corporate guidelines and procedures.  
8. Deal with enquiries relating to land charge searches.  

9. Provide housing standards advice and comments on planning applications.
10. Contribute towards the continued improvement of service delivery within the Private Sector Housing team. Implement best practice and improve service delivery as directed by the Manager.
11. Develop and maintain internal and external communications, establish good working relations and partnership working.
12. Use relevant IT systems for record keeping.
13. Maintain a current knowledge of legislation, guidance, national and local policy and best practice to ensure ongoing competence to undertake the duties of the post. 
14. Undertake other relevant duties as may be required by the Private Sector Housing Manager.
15. Comply fully with all relevant council policies including the Equal Opportunity Policy.
16. Be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act 1974.

NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with service needs, some tasks may need to change, and any changes will be made in consultation with the post holder.
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