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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Strategic Commissioning
& Deliver – City Neighbourhoods & Housing   
	POSITION NO:


	SECTION:

	Private Housing -Financial Assistance
	GRADE: 8


	JOB TITLE:

	Housing Surveyor 
	DATE PREPARED: 31/05/2017

	EVALUATION DATE:
	20 June 2017
	JE NUMBER: NC2449




	ROLE & PURPOSE OF JOB: 
To provide professional technical and project management expertise for the purpose of delivering Corporate and Private Sector Strategy objectives within the legal framework.

To undertake surveying of properties and technical work including the management of contractors in relation to the repair, maintenance, renovation and adaptations in both the private and public sectors.




	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.
	Project manage the technical and legislative aspects of individual grant and loan applications including property surveys, preparation of schedules, reports, drawings and estimated costs to determine work which is eligible for financial assistance in accordance with the legal framework.  This includes meeting the requirements of the Decent Home Standard and the Housing Health and Safety Rating System.

	3.
	Project manage building related works from inception to completion to ensure client is kept informed and building work is carried out in accordance with contract documents

	4.
	Carry out surveys for disabled adaptations in the public and private sector housing stock; prepare detailed plans, specifications, schedules and reports to adapt / extend a dwelling that will enable disabled people to continue to live in their homes and improve their quality of life.

	5.
	Develop, procure, control and manage variations for specific contracts with building contractors so that all projects comply with designs and specifications, are completed on time, to budget and compliance with statutory requirements is maintained.

	6.
	Authorise building works, certify accounts, prepare valuations, and certificates of payments for building contracts. Negotiate settlement of final accounts with contractors to secure optimum value for money for the council.

	7.
	Provide home owners, landlords and tenants with advice and assistance in relation to energy efficiency and maintenance to help occupiers to maintain their homes.

	8.
	Liaise with other agencies, departments and members to achieve a co-ordinated approach to service provision.
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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:



	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’

	
1. Responsibility for Staff:

•	Responsible for self development.
•	Assists with the support and training of new staff where required and provide training and support for trainee staff.

2. Responsibility for Customers/Clients:

•	Collaborative working with Social Services Physical Disability Team
•	Provide technical service to the public who request Housing Renewal Assistance    
        or Disabled Facilities Grants – 800 enquiries per year
•	Provide technical service to council house tenants requiring property 
        adaptations due to disability –1000 cases per year
•	Acts as a fee paid Agent/Consultant for customers/clients representing their best 
        interests in terms of all building related matters. 






3. Responsibility for Budgets:

Responsibility for part delegated budgets

•	Private Housing Renewal Assistance	-  £1m
•	Disabled Facilities Grant			-  £2.1m
•	Council House Adaptations			-  £2.24m

4. Responsibility for Physical Resources:	
[bookmark: Text9][bookmark: Text11]	         	
•	Assist the Principal Surveyor and Principal Housing Officer to maintain and 
         regularly update a database used for estimating all work carried out with grant 
         assistance.




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

	1.	Within Service Area/Section:
[bookmark: Text12]
•	Environmental Health

2.	With Any Other Council Areas
[bookmark: Text13]•	Work in consultation with supervisors of partner contractors in relation to  
        contract performance which includes agreeing variations, design solutions and 
        satisfactory completion of building work.
•	Works in partnership with Occupational Therapists to produce and implement 
        major adaptations eligibility criteria and joint working practices.
•	Works in consultation with the service Health and Safety Officer to produce risk 
        assessments and safe working procedures.
•	Works in consultations with Principal Building Control Officers to produce 
        guidelines for collaborative working procedures.
•	Housing Investment Service
•	Elected Members
•	Civic Law
•	Planning and Conservation
•	Highways     


3.     With External Bodies to the Council
[bookmark: Text14]
•	Private contractors
•	Members of the public
•	Consultants – Architects, Engineers etc.
•	Merchants and Stockists
•	Manufacturers
•	Regulatory Bodies
•	Trade organisations







	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Principal Surveyor/Principal Housing Officer

	
	
	

	Other jobs (peers) that report to immediate line manager
none
	
	This Position
Surveyor G8

	
	
	

	
	
	Direct Reports
N/A








	
	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 while driving and physical exertion whilst walking from the car to the property whilst carrying equipment and files.  Post holder will also be required climb access scaffolding.

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

	Working Conditions – the post holder may have to visit properties where conditions are unclean and odorous due to pets and/or the ability of the homeowner to undertake cleaning tasks.  The post holder will also undertake interviews in properties that may be damp and or in a poor state of repair.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	Emotional Demands - the post holder will frequently interview severely disabled customers and their families or customers with life limiting illness.  The post holder will also have to deal with potentially confrontational situations when undertaking surveys for the Disabled Facilities Grant.







	
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:

	
	ONC or OND in Construction
	
	
	CQ

	
	HNC in Building Studies
	
	
	CQ

	2. 
	Relevant Experience:

	
	Project manage building work  from inception to completion
	
	
	AF,I

	
	Carry out property surveys and prepare schedules, reports, drawings
	
	
	I

	
	Carry out surveys for property condition and identify defects and hazards
	
	
	AF

	
	Carry out surveys for disabled adaptations in the public and private sector housing stock
	
	

	I

	
	Inspect building work in progress and at completion
	
	
	AF,I

	
	Inspect and assess work which is unforeseen and varies with the schedule, estimate the cost and issue supplementary approvals
	
	
	AF,I      

	
	Negotiate settlement of final accounts with contractors to secure optimum value for money for the council.
	
	
	I

	
	Provide home owners, landlords and tenants with advice and assistance in relation to energy efficiency and maintenance
	
	

	I

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

	
	Ability to think laterally in order to provide solutions to technical problems
	
	
	I

	
	Excellent organisational skills
	
	
	I

	
	Effective time management skills and able to meet deadlines
	
	
	AF, I

	
	Understanding of and ability to use standard methods of measurement and estimating techniques
	
	
	

	
	Able to produce detailed specification and drawings
	
	
	AF,I

	
	Computer Aided Design experience
	
	
	I,CQ

	4. 


	Knowledge:

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

	
	Knowledge and understanding of current private sector housing issues
	
	
	AF, I

	
	Knowledge of all aspects of contract management and control
	
	
	AF, I

	
	Good current knowledge of building practice to enable defect identification and production of specifications
	
	
	I

	
	Knowledge of standard methods of measurement to enable standard bills of quantities to be produced
	
	
	I


	
	Knowledge of and experience of using procurement methods and contract administration
	
	
	I

	
	Knowledge of the Building Regulations – To verify that proposed designs and building work comply with these regulations
	
	
	AF, I

	
	Knowledge of financial management and budgetary control
	
	
	I

	
	Knowledge of project management and building contracts
	
	
	I

	
	Knowledge of appropriate legislation and regulations
	
	
	AF, I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues
	
	
	I

	
	Ability to build and manage effective relationships with stakeholders
	
	
	I

	
	Ability to deal with aggressive and occasionally threatening verbal and physical behaviour by members of the public who disagree with decisions made in relation to eligibility for financial assistance.
	
	
	I

	
	Strong analytical skills with the ability to process complex information and explain/present the information
	
	
	I

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face to face  and presentation skills

	

	
	I

	
	Written Skills

	
	Able to prepare complex and intricate tender and project documentation, specifications, contracts and construction cost analysis
	

	
	I

	
	Exchanging in writing complicated or sensitive information to a range of audiences
	
	
	I

	
	Preparation and compilation of pre contract risk assessments
	
	
	I

	
	Ability to communicate clearly and effectively at all levels.
	
	
	I

	
	Able to  write letters on behalf of the Authority
	
	
	I

	6.
	Other:

	
	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).
	[bookmark: Check3]|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

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

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	|_|
	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)



image1.jpeg
A=~ City Council




