JOB DESCRIPTION Devn

DISTRICT COUNCIL

POST TITLE: NEIGHBOURHOOD OFFICER

POST NUMBER: HS23

GRADE: F

RESPONSIBLE TO: NEIGHBOURHOOD TEAM LEADER

RESPONSIBLE FOR: No line management responsibilities

LIAISON WITH: District Council colleagues at all levels, Elected Members and

Trade Unions, Members of the Public, Partner Agencies
including the CAB and the Police

KEY CORPORATE ACCOUNTABILITIES:

To provide a first class locally based housing management service predominantly
within a specified geographical area to residents focussing on the customer
experience to provide a positive experience including lettings, estate management,
enforcement of tenancy conditions and improvement issues based on a high level of
customer service.

KEY SERVICE ACCOUNTABILITIES:

1.

To provide a high level of service delivery taking account of the Council’s policies and
procedures.

To contribute to the Council’s achievement of its housing targets and objectives across
all service standards including the Housing Respect Standard and performance
indicators.

To promote a culture of customer focus and to ensure that the services delivered are
responsive to local needs. This will involve working closely with the Tenant Involvement
team and encouraging involvement and feedback as an integral part of the service.

To be the main point of contact for prospective and new tenants ensuring that they
understand their responsibilities in order to achieve greater tenancy sustainment. This
will involve carrying out accompanied viewings and lettings for prospective tenants, and
settling in visits within six weeks of any letting.

Investigate, report and resolve complaints of anti-social behaviour including harassment,
gathering evidence and preparing witness statements, working in partnership with other
agencies and commencing Court action, where appropriate. This may involve
attendance at Court as a witness and offering advice and support to people who have



come forward to give evidence. All actions are to comply with the Housing Service’s
ASB policy

6. To enforce the Council’s income collection procedure including attendance at Court and
at evictions ensuring that income is maximised by direct contact with tenants, and
signposting to specialist advice agencies.

7. To establish a good landlord/ tenant relationship ensuring compliance of tenant’s
responsibilities. This will involve dealing with any tenancy breaches in accordance with
policy and procedure.

8. To carry out regular neighbourhood inspections dealing with any issues and monitoring
performance of contractors to ensure that services are of a high quality.

9. To provide advice and support to tenants who require aids and adaptations and to liaise
closely with both the Private Sector Housing Officer and the Repairs team in connection
with any such work.

10.10.To manage garages efficiently and effectively.

11.11.To prepare performance reports, presentations and briefings for other colleagues,
Elected Members, residents and other stakeholders, as appropriate

12.12.To contribute to service development in co-operation with other colleagues and the
Housing Support Services Manager

13.13. To attend occasional evening meetings when required
OTHER DUTIES:

In order to deliver services effectively, a degree of flexibility is needed and the post holder may
be required to perform work not specifically referred to above. Such duties, however, should
not normally exceed those expected of an employee at that grade.

HEALTH AND SAFETY:

The Council has a health and safety policy, which outlines its responsibilities as an employer,
and the responsibilities of its employees in respect of health and safety. All employees need to
be aware of this policy and comply with its content.

DATA PROTECTION:

It is the responsibility of the Post holder to ensure that the section’s requirements for
compliance with the Data Protection legislation are met.

EQUAL OPPORTUNITIES:

The Council is committed to providing equality of opportunity, and has an Equal Opportunities
Policy, which gives clear guidance on the responsibilities of both the employee and the
employer. All employees must be familiar with and comply with all aspects of the Policy.

SAFEGUARDING CHILDREN AND ADULTS AT RISK:

The Council has a Safeguarding Policy, which outlines its responsibilities and the
responsibilities of its employees. All employees need to be aware of this Policy and comply with
the contents.

When considering the duties of this role as part of the most recent Job Evaluation (JE), a
decision was reached using the government DBS Tool that this role is required to hold a Basic



https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Ffind-out-dbs-check%2Fy&data=05%7C02%7Csweston%40middevon.gov.uk%7Ca3816bd163ed4371557108ddfa830ee4%7C8ddf22c7b00e442982f6108505d03118%7C0%7C0%7C638942162972356395%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=X756ukrdwA22v9yWc2LOlK%2FoouV8M2OoqNOMJq7Xdpo%3D&reserved=0

DBS level check. The basis on which this form of DBS is renewed is explained further within
our DBS policy.

Date: January 2010



MID DEVON DISTRICT COUNCIL’S REQUIRED COMPETENCIES

Our eight core competencies are relative to every role
within Mid Dewvon District Council. They link to our values
of Pride, Performance, People and Partnerships to support
the delivery of our vision, together with building an
effective, positive and collaborative place to work.

You undersfand how your role fits with and supports the orgamisational objeciives. You recogrise the
wider Council’s priorities and ensure work 15 in the wider public need's

You seek ouf opporfunities o creade efective change and sugges! innovalive ieas for improvemant.
You review ways of working, ingluging seeking and providing feedback in @ pasilive manner

You use evidence and knowledige fo suppart accurale decizions and advice, carefully considening
alfernalrve oplions, impkcation and nsks of decisions

i Cuually, Vah P You deliver senice olyectives with professional excallencs, sxpartise and efficiency, taking inlo
5 . . account the diverse cusiomer needs and requirernents it @ fimely maner

Yow show pride and passion for public service, cresting and engaging oihers in delvering 8 shared
visaon. You valwe differance, diversiy and mclrsron, ensurg favmass and opportunity for af
You communicale purpose and directon with clanty, infegrily and enthusrasm. You respect the
needs responses and opinions of athers

_ You focus on confinuouws learming and develnpment for sl others and the organrsalion as a wholk
You form effective parerships and relationships both infernaly and externally. from a range of
diverse backgrounds, sharing informalion, resources and suppart

The above competencies should be read in conjunction with the listed policies below.
Managerial roles should pay special attention to the expectations of managers as set out
within the staff charter.

The Code of Conduct, The Dignity at Work Policy, The Nolan Principles and The Staff
Charter



PERSON SPECIFICATION

NEIGHBOURHOOD OFFICER

ESSENTIAL

DESIRABLE

Qualifications and
Experience:

0 Experience in a housing

management or customer
focussed service

- Experience of working with
statutory or voluntary bodies

« Professional housing
qualification

Knowledge and
Expertise:

Good understanding of housing
management policy and
procedure

Understanding of landlord and
tenant obligations
Understanding of the issues
surrounding tenant involvement
Understanding of basic welfare
benefits

Knowledge of relevant
legislation

O Understanding of basic building
construction

Skills:

Good problem solving skills

Excellent communication and

mediation skills (written and

verbal)

Computer literacy/ keyboard
skills

Good numeracy skills

Personal Attributes:

Committed to equality of
opportunity and understanding
of diversity issues

Ability to organise own
workload and to work with
minimal supervision

An ability to act under own
initiative in investigating and
finding the appropriate solutions
to problems

A clear customer focus

Special
Requirements:

O Must be mobile and able to

visit residents in all parishes
across the District

Flexible approach to the
requirements of the job, being
able to attend occasional
evening meetings

Staff are responsible for their
own health and safety,
ensuring a safe working
environment for colleagues

Date: JANUARY 2010
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