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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods and Housing
	POSITION NO: 



	SECTION:

	Private Housing (Environmental Health)
	GRADE: 8 



	JOB TITLE:

	Enforcement and Licensing Officer
	[bookmark: Text23]DATE PREPARED:      



	EVALUATION DATE:
	[bookmark: Text22]1 February 2019    
	[bookmark: Text24]JE NUMBER:  NC4294    




	[bookmark: Text4]ROLE & PURPOSE OF JOB:     
To assist in the discharge of the councils statutory duties in relation to housing standards and Mandatory Licensing of Houses in Multiple Occupation. By regulating, monitoring, maintaining, improving and enforcing housing conditions throughout the city through the effective delivery of a customer focussed service in respect of housing standards to homeowners, empty properties, an accreditation scheme, private and public sector tenants, some of whom may be from vulnerable groups, landlords, internal and external agencies.

To implement and develop the Council’s programme for Licensing of Houses in Multiple Occupation and houses in the private sector. To work within a team of professional officers in the Private Housing (Environmental Health) team of Housing Services in discharging the City Council’s strategy, in relation to the standard of private and public sector housing and empty properties, and to help to secure the regeneration of the City’s private sector housing including development, review and operation of a landlord accreditation scheme.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults’.  

	2.
	To undertake the day to day operational aspects of licensing private sector houses in multiple occupation and houses as required by Housing Act 2004 under the schemes currently operational (National Mandatory HMO licensing) and those being considered by Hull City Council, (Selective and Additional Licensing) including dealing with queries from landlords and tenants about standards, processing licensing applications and associated payments, determining licence conditions and the issuing of licences. To identify properties that require a licence but for which no licence application has been made by carrying out survey work, interrogation of various Council data bases, consulting landlords and other investigative procedures.

	3.
	To oversee the councils accreditation scheme.  Dealing with queries, non-compliance with scheme, taking a leading role in the development and review of the scheme and production of scheme related documentation. To promote the scheme so it is recognised by tenants as a trusted brand. Producing newsletters and other promotional material using other media.

	4.
	To interpret the Housing Act 2004 and other existing legislation so as to determine, under supervision, appropriate courses of action when non-compliance with legislation or risks to public health, safety and welfare are identified. Actions will range from the provision of advice, guidance and written reports, and the service of legal notices to arranging remedial work, works in default, civil penalties, attending The First-tier Tribunal Property Chamber (Residential Property) and under taking prosecution.

	5.
	To proactively identify and when brought to the councils attention take action to bring empty properties back into use.  Developing and reviewing the Councils empty property procedures ensure effective use of all of the legislation available.  Assisting other departments with debt recovery by sharing ownership information when appropriate.

	6.
	To collect, prepare and collate evidence, thoroughly, professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures and to act as an expert witness in Court in taking prosecutions on behalf of the Council and also obtaining warrants to gain entry. This is in relation to the illegal operation of unlicensed houses in multiple occupation and privately rented accommodation, the contravention of licensing conditions, contraventions of the Management of Houses in Multiple Occupation Regulations 2006 and failure to comply with other statutory notices served under the Housing Acts, Building Act 1984, Environmental Protection Act 1990 and the Public Health Acts.

	7.
	To undertake high level inspections of private housing where decisions are often subjective and to interpret new and existing legislation using professional judgement; to determine compliance with licence conditions and hazards using the Housing Health and Safety Rating System in Private Housing and appropriate courses of action when non-compliance with legislation or risks to public health are identified. Actions will range from the provision of advice, guidance and written reports, and the service of legal notices to arranging remedial work or work in default to ensure the health and safety of the public and fulfil the Council’s statutory obligations. This work will often be with vulnerable tenants who may present in a distressed manner. Inspections of premises will require the use of safety, measuring and recording equipment which will have to be carried onto site.  Identify the appropriate action to bring empty properties back into use. Whilst undertaking this work the post holder may come into contact with individuals whose behaviour is challenging.

	8.
	To persuade, educate and negotiate with property owners and property agents to influence them so as to carry out improvements and repairs to their properties and develop an attitudinal change in their professional management style in relationship to dealing with their tenants so as to raise the standard of accommodation and levels of management skills within the private rented sector. To utilise all of the legislative powers available to deal with poor housing conditions, including dealing with empty properties and preventing them from becoming a blight on neighbourhoods.

	9.
	To draw scale plans of houses and houses in multiple occupation, including the use of software packages (computer aided design) as necessary so as to assist in the determination of fire precautions and other remedial works required in such premises. To maintain and ensure correct up to date entries onto CIVICA APP date base and to ensure that entries by other members of staff are made correctly by monitoring the data base.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	[bookmark: Text8]1.	Responsibility for Staff:	To assist in training and advising less experienced members of the section. 



[bookmark: Text9]2.	Responsibility for Customers/Clients:	This is a role where interaction with customers/tenants/occupiers, public, clients, contractors, elected members and committees and other individuals and bodies external to the council is extensive, mainly in a consultative role for the purposes of licensing.



[bookmark: Text10]3.	Responsibility for Budgets:	Contributes towards budget management in relation to licensed properties, landlord accreditation for an annual budget of approximately £470,000.



[bookmark: Text11]4.	Responsibility for Physical Resources:		Arrange maintenance and repairs of properties as part of works in default in the region of £30,000.




	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
[bookmark: Text12]All staff of the Private Housing (Environmental Health) team for team briefings, training, to exchange case information and to receive guidance on more complex cases on a monthly basis.

With the principal EHO on at least a monthly basis to discuss and resolve any problems being encountered.

With other officers in Neighbourhoods and Housing to exchange case information or for in house training purposes.


2.	With Any Other Council Areas
[bookmark: Text13]With other specialist Environmental Health Sections and Trading Standards Officers.

With Regeneration and Development Services over building and development control to ensure new developments meet housing standards and to ensure works imposed on landlords comply with current Building Regulations where appropriate.

With Legal Services to seek advice on legal matters in legislation interpretation, to discuss prosecutions or defending appeals.

With other Council Services, (Council Tax, Housing Benefit, Engineers, Antisocial behaviour team, Environmental Crime team, Investment services, Regeneration teams, Housing Strategy and Investment, Housing rights and advice, Councillors; to exchange information, resolve problems and to ensure the provision of a co-ordinated customer focused service.



3.     With External Bodies to the Council
[bookmark: Text14]With the Health and Safety Executive to exchange information on contraventions such  as gas safety legislation and dangerous working practices 

With individual Landlords and property owners on a daily basis to discuss defects to properties and the works necessary to improve or repair, and tenants problems such as harassment or anti-social behaviour, to advise and to serve formal notices.

With contractors to discuss details of works required either in connection with default or on behalf of landlord

With individual occupants on a daily basis to identify their complaints and to discuss actions that can be taken to remedy problems and to give advice. 

With Housing Associations to discuss range of issues relevant to their properties.

With Fire Brigade to consult on fire safety measures being implemented in houses in multiple occupation. (Statutory consultation) 

In general to exchange information, to demonstrate effective partnership working for the benefit of the Council, customers and clients.

With other sub-regional authorities to ensure consistency in approach and to exchange information regarding landlords and effective enforcement of Housing related legislation.

With the Hull Advice regarding tenant’s cases relating to either housing conditions or landlord and tenant legislation.





	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Principal Environmental Health Officer

	
	
	

	Other jobs (peers) that report to immediate line manager
Environmental Health Officer, Team Leader, service Support Officers and Modern Apprentrice
	
	This Position
Enforcement Officer

	
	
	

	
	
	Direct Reports
     


























	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	The post requires frequent home visits that involve extra concentration whilst driving and physical exertion whilst walking from the car to the property whilst carrying equipment and files.  The post holder will also be required to climb access ladders



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|_|
	|_|
	|_|
	|_|
	
|_|

	Some exposure to difficult situations with aggressive landlords, tenants and members of the public.  Occassionally has to enter premises in poor condition which are prejudicial to health with personal risks to health and safety.  May have to enter premises with hazards from animal and human excrement and which are filthy and verminous



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Expsoure to distressed persons living in unpleasant housing conditions and to aggressive and obstructive landlords.









	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Degree, HNC and/or HND level qualification in Environmental Health or an appropriate equivalent qualification or equivalent level of experience in an appropriate area.

	x
	
	CQ,I,AF

	2. 
	Relevant Experience:

	
	Experience of working in a housing standards enforcement team or construction/housing maintenance or at surveyor level or appropriate experience.
	x
	
	AF,I

	
	Experience of identifying building defects and determining the remedial works necessary to repair/improve.
	x
	
	AF/I

	
	Experience of quantifying works required and estimating costs of works producing schedules of works and costings.
	
	x
	AF/I

	
	In depth knowledge of dealing with empty properties and bringing them back into use.
	
	x
	AF/I

	
	In depth knowledge of accreditation schemes.
	
	x
	AF/I

	
	In depth knowledge of HMO licensing.

	
	x
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults (service area to include where appropriate).
	x
	
	AF/I

	
	Investigate, analyse and interpretative skills to comprehend and enforce the requirements of legislation and codes of practice and determine the most effective course of action to safeguard public health.
	x
	
	AF/I

	
	Ability to analyse information and make justifiable decisions to resolve problems.
	x
	
	AF/I

	
	Ability to survey dwellings, identify defects and hazards under the housing health and safety rating system. 
	
	x
	AF/I/CQ

	
	Ability to score hazards under the housing health and safety rating system, determine most appropriate course of action and prepare statutory notices.
	
	x
	AF/I

	
	Ability to carry out SAP assessments.

	
	x
	AF/I/CQ

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults.
	x
	
	AF/I

	
	Detailed knowledge of environmental health, building and housing legislation  to improve housing standards within the remit of environmental health and working knowledge of other council functions such as Housing Strategy, Planning and Building Control, Trading Standards as well as other agencies such as the Fire Service and Health and Safety Executive.
	x
	
	AF/I

	
	Knowledge of local authority policies, practices and procedures used locally  for achieving improvements in housing standards
	x
	
	AF/I

	
	Detailed knowledge of construction technology, building regulations, building science, building services, relevant British Standards, relevant codes of practice and the building trade to ensure any actions taken are in accordance with nationally accepted standards, practice and ideals.
	x
	
	AF/I

	
	Basic knowledge of other related aspects of environmental health such as, statutory nuisances, occupational health, health education, food safety and pest control to ensure all aspects of the service take these issues into account.
	x
	
	AF/I

	
	Sound working knowledge of Regulatory Investigatory Powers Act, Freedom of Information Act, Data Protection Act, Human Rights Act to ensure the control of confidential and sensitive information.
	x
	
	AF/I

	
	Specialist knowledge of fire safety standards for houses in multiple occupation
	x
	
	AF/I

	
	Working knowledge of the Housing Health and Safety Rating system
	x
	
	AF/I

	
	Working knowledge of HMO licensing
	x
	
	AF/I

	
	Expert knowledge of electrical and /or gas installations and safety
	
	x
	AF/I

	
	Working knowledge of dealing with empty properties and bringing them back into use
	
	x
	AF/I

	
	Working knowledge of accreditation schemes

	
	x
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults.
	x
	
	AF/I/R

	
	Effective communication skills to enable officer to give evidence in court/tribunals and conduct PACE interviews under caution.
	x
	
	I/R

	
	Advisory skills to advise, help and support business, staff, customers and clients.
	x
	
	AF/I/R

	
	Good interpersonal skills including tact, diplomacy and training skills. 
	x
	
	AF/I/R

	
	Educational, analytical and mediation skills to deal effectively with all people ranging from vulnerable customers to obstructive and abusive individuals and groups
	x
	
	AF/I/R

	
	Ability to deal with situations where individuals are suffering anxiety, emotional stress or become upset
	x
	
	AF/I/R

	
	Ability to ensure effective communication with persons whose first language is not English such as Asylum Seekers, Refugees and migrants 
[bookmark: _GoBack]
	x
	
	AF/I/R

	
	Written Skills

	
	Ability to write statements, reports, specifications, schedules, legal notices, letters to businesses, other agencies and individuals in clear, concise, grammatically correct format, appropriate to the level of work of the post holder, all of which have the potential to be used as evidence in legal proceedings, in accordance with PACE ACT.
	x
	
	AF/I/R

	
	Ability to draw plans and entre the relevant details on the plans.
	x
	
	AF/I/R

	6.
	Other:
	
	
	     

	
	If there aren’t any state ‘none’
	
	
	     

	
	     
	
	
	     

	
	     
	
	
	     





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	|_|
	N/A
	

	
	Making things happen
	|_|
	N/A
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|_|
	N/A
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	
	     
	|_|
	N/A
	

	
	     
	
	
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory PLEASE SELECT Disclosure from Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|_|
	N/A
	AF(after short listing)
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