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JOB DESCRIPTION & PERSON SPECIFICATION 

	SERVICE AREA: Neighbourhoods & Housing

	
	POSITION NO: 

	SECTION: Housing Investment

	
	GRADE: 4

	JOB TITLE: Contract Officer 

	
	DATE PREPARED: 18/09/19

	EVALUATION DATE: 24th September 2019
	
	JE NUMBER: NC4399


	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.



	PURPOSE:
To provide contract support services across a broad range of works to ensure repairs, maintenance and capital works can be carried to the Council stock of 24,000 homes. 

To respond to a complex range of issues relating to works orders and tenants repairs for all types of work undertaken by housing investment. To provide guidance and support to tenants, contractors and internal surveyors/managers that will ensure the implementation of contract procedures, working practices and policies across a wide range of delivery contracts.



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

	1.
	Raise orders for a wide range of repairs and capital contracts ensuring the correct budget, contract and priority are input into the Council’s IT systems to ensure works are issued to contractors and allow contracts to be effectively monitored to meet the landlord’s obligations.

	2.
	Liaise with tenants, housing staff, internal/external contractors, contact centre, supply authorities and other stakeholders to establish their issues or problems relating to revenue/capital works and take the correct action to resolve or pass the issue to the correct person in accordance with the applied policies, procedures and contract practices. 

	3.
	Make decisions on repairs priority and requests from contractors including investigating to change the priority of orders taking into account information in data systems and liaising with contractors/programme managers, to ensure the work undertaken receives the correct priority. 

	4.
	Provide contract support functions in accordance with policies, procedures and practice across a wide range of revenue/capital services and work including; housing repairs/maintenance, specialist areas (gas/electric/asbestos) mains suppliers, cladding, health & safety works and high rise to ensure we meet our landlord obligations.

	5.
	Liaise with housing strategy staff and their external contractors undertaking new build properties to assess and resolve a range of issues including instructing/raising the appropriate repairs and inputting details into our IT systems to ensure correct recording of property assets for future repair/capital works and maintenance. 

	6.
	Advise and instruct on a daily basis other areas of the housing service regards decisions on repairs/inspections to ensure our policies, procedures and contract practices are followed.

	7.
	Monitor electronically, information coming into the service in our IT system or generic email boxes and make decisions on information received including declining, authorising and raising repairs, urgent health & safety repairs/actions, advising surveyors or management of potential situations, reporting damage  and all other related actions to ensure compliance with our policies, procedures and working practices.

	8.
	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.

	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:                                                          

         No staff managed but contract support services are provided for 62 staff. Training support with new staff will be expected.

2.	Responsibility for Customers/Clients:

        Contributes to effective liaison arrangements for 24,000 properties.

3.	Responsibility for Budgets:

        Contributes to the delivery of annual budget – circa £71m.

4.	Responsibility for Physical Resources:

Maintains computerised records of correspondence within the department. Order stock and equipment e.g. PPE. 





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

	1.	Within Service Area/Section:

        Investment Services staff and managers
        Housing Services & Strategy/Renewal staff              

2. With Any Other Council Areas

       Kingstownworks Limited
       Social Services
NPS and others as required
Council Members
Contact Centre Supervisors and staff

3.     With External Bodies to the Council

Individual tenants
External contractors and suppliers
Energy Suppliers 




	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
External Relations Manager –Grade 9     

	
	
	

	- Other jobs (peers) that report to immediate line manager
Senior Contract Officer –Grade 5
	
	This Position
Contract Officer –
Grade 4

	
	
	

	
	
	Direct Reports
None     











	
	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).
	x
	
	
	
	
	

N/A
	



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

N/A
	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	x
	
	
	
	Customers regularly making demands around the issue of certain priorities given to repairs






	
PERSON SPECIFICATION
	Tick 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:

	
	A good standard of literacy and numeracy
	x
	
	A, I

	
	NVQ level 3 in business admin or equivalent
	
	x
	A, I

	
	ECDL basic
	x
	
	A, I

	2. 
	Relevant Experience:

	
	Relevant experience of working with different types of contractors
	
	x
	A, I

	
	Ability to work under pressure and to constant and competing deadlines
	x
	
	I

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

	
	Self motivated with the ability to motivate others
	
	x
	I

	
	Ability to use own initiative when deciding priorities and delivering accurate outputs
	x
	
	I

	
	Ability to work with difficult situations calmly and effectively
	
	x
	I

	
	Ability to handle work given at short notice and integrate them into current workload
	x
	
	I

	
	Ability to understand project objectives and able to provide positive input with ideas and observations to improve efficiency of the delivery of a project
	
	x
	I

	
	Ability to pass on skills and knowledge to other team members
	
	x
	I

	4. 
	Knowledge:

	
	Knowledge of the Councils operating systems including Northgate 
	
	x
	A, I

	
	Knowledge of Microsoft packages with working knowledge of excel
	x
	
	A, I

	
	Knowledge of a range of data management systems
	x
	
	A, I

	
	Knowledge of repairs & maintenance within a Landlord function
	
	x
	I

	
	Good political awareness, particularly in respect of sensitive issues surrounding repairs and maintenance
	
	x
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

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

	
	Excellent negotiation, listening and advocacy skills to effect a positive outcome for customers and the Council
	
	x
	I

	
	Advise aggressive and emotional customers in a calm/informative manner
	x
	
	I

	
	Able to build relationships with partners and stakeholders
	
	x
	I

	
	Works well as part of a team with the ability to act on instructions
	x
	
	A, I

	
	The ability to think for themselves about what tasks are needed and in what order to complete objectives
	
	x
	A, I

	
	Effective communication skills both written and verbal
	x
	
	A, I

	
	Written Skills

	
	Good written skills to exchange in writing complicated or sensitive information to a range of audiences using a variety of formats including letters and e mails
	x
	
	A, 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
	
	x
	

	
	Analysis and decision making
	
	x
	

	
	Making things happen
	
	x
	

	
	Communicating with impact 
	
	x
	

	
	Collaboration 
	
	x
	

	
	Developing self and others
	
	x
	

	
	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
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Basic #Standard/#Enhanced# Enhanced & Barring List Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).
#Service area to delete as required
	
	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.
	x
	N/A
	AF(after short listing)
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