JOB DESCRIPTION
	Post Title:

Home Improvement Officer



	Department:


Corporate Core

	Establishment/Post No:



	Division/Section:

Home Improvement Team

	Post Grade:

10

	Location:


3 Knowsley Place, Duke Street, Bury

	Post Hours:

37 Hours per week

	Purpose and Objectives of Post:
To provide a comprehensive technical surveying and project management service across a wide range of housing initiatives, with a particular focus on disabled adaptations. The role supports the delivery of statutory and discretionary financial assistance, ensuring properties are safe, accessible, energy-efficient, and compliant with housing standards. The postholder will work closely with clients, contractors, and multi-disciplinary teams to deliver high-quality outcomes that promote independent living and improve housing conditions.


	Accountable to:




Head of Public Protection
Unit Manager - Home Improvement

	Immediately Responsible to:

Senior Home Improvement Officer


	Immediately Responsible for: N/A


	Special Conditions of Service:

Ability to travel inside and outside the Borough, for which expenses will be payable in accordance with the Council’s conditions of service
Occasional work outside normal office hours
An Enhanced DBS Check is required


	Relationships:  (Internal & External)
Internal:
Elected Members, Departmental staff and staff of other Departments.
External:
Private Architects/Agents, Solicitors, General Public, Building Societies and Banks, Contractors, Consultants, Social Housing Providers, and other Local Authorities.



	Control of Resources:
Disabled Facilities Grants or other financial assistance products for residents as appropriate.  Approval of grants and Interim and final payments within the Council’s Capital Programme.
Technical equipment and protective clothing as appropriate.


	Duties & Responsibilities:
Surveying and Design
1. Conduct detailed and technical surveys of residential properties to ensure feasibility for:
· Disabled Facilities Grants (DFGs)
· Other forms of financial assistance
· Home repair and maintenance schemes
· Empty Property Schemes
· Houses in Multiple Occupation (HMO) Schemes
· Works in Default Schemes
· Other housing initiatives
2. Prepare detailed specifications, drawings and Schedules of Work.  Providing design/advice on schemes for adaptations such as level access showers, stairlifts, ramps, bedroom and bathroom extensions etc, liaising with Occupational Therapists to interpret clinical recommendations into practical design solutions ensuring:
· Housing health and safety standards are met
· Decency and energy efficiency are addressed
· Compliance with relevant legislation and funding criteria 
· Promoting inclusive design and accessibility in all aspects of the role
3. Carry out feasibility studies and design solutions for:
· Individual DFG and major adaptation schemes
· Group repair, block improvement, facelifting, and environmental schemes
Project and Financial Management
4. Manage adaptation and improvement projects from assessment to completion.
5. Liaise with private architects, agents, contractors, consultants, internal departments, applicants, landlords, homeowners, and tenants to process applications and develop schemes.
6. Assist DFG applicants on-site with completing application forms.
7. Inspect and control contractors during works in progress, ensuring works meet the schedules provided and are quality assured.  That works undertaken meet cost and timescale targets.
8. Monitor works on-site, carry out interim and final inspections, and resolve any technical issues.
9. Inspect, process, and approve interim and final payments for all forms of financial assistance.
10. Scrutinise and endorse grant applications for approval and payment, excluding those personally surveyed.
11. Prepare individual house and block budget estimates and maintain financial data to support capital programme delivery.
12. Prepare and update eligible expenses for grant-aided and financially assisted works.
13. Process invoices using the Council’s financial systems.
Regulatory and Enforcement Work 
14. Inspect HMOs and single-occupancy homes as part of:
· Housing complaints investigations
· Immigration inspections
· Proactive inspections
· Licensing assessments
15. Organise and manage works in default for:
· Non-compliance with statutory notices
· Management of decline in clearance or initiative areas
16. Inspect properties for:
· Prohibition orders
· Overcrowding assessments
· Clearance areas
· Compulsory purchase orders
Service Development and Public Engagement
15. Assist in the development and delivery of new housing initiatives.
16. Contribute to the development of the Home Improvement service, with a focus on technical input.
17. Provide general advice to the public on financial assistance and respond to enquiries from all stakeholders.
18. Participate in Housing Condition Surveys and Neighbourhood Renewal Assessments.
Technical Support and Administration
19. Use computer systems and electronic archiving tools to:
· Input, retrieve, and manipulate data
· Produce presentation documents
· Manage caseloads effectively
· Maintaining accurate records to enable the monitoring of KPIs
20. Assist Unit Managers and Environmental Health Officers (EHOs) by providing expert technical advice.
21. Support the training of apprentices and other staff through case studies, projects, and mentoring.
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.
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	Sign:
	Date:
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	Date:
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BGI – Private Sector Housing

Person Specification
HOME IMPROVEMENT OFFICER 
	ASSESSMENT
METHOD
	SHORT-LISTING
CRITERIA
	ESSENTIAL
	DESIRABLE

	Application form/ interview
	RICS or CIAT accredited degree or equivalent 
	
	

	Application form/ interview
	HND or HNC in construction or building studies, or similar appropriate related subject and level of qualification 
	
	

	Application form/ interview
	Experience of surveying properties, preparation of schedules or work, designing/advising on schemes 
	
	

	Application form/ interview
	Proficiency in Visio or CAD or other design software
	
	

	Application form/
interview
	Three years experience of working in the construction industry, building trade, or other relevant field.
	
	

	Application form/
interview
	Strong understanding of construction methods, building regulations, and health & safety
	
	

	Application form/
interview
	Experienced in the liaison with architects, agents, contractors and internal departments and the supervision of building works
	
	

	Application form/ interview
	Experience of mediation between contractors, agents and grant applicants to resolve disputes
	
	

	Application form/ interview
	Ability to manage multiple projects
	
	

	Application form/
interview

	Working knowledge of grant assistance for private sector clients including  Disabled Facilities Grants and assisting in the development and delivery of regeneration initiatives
	
	

	Application form/ interview
	Experience of area based regeneration action, including Group Repair Schemes, Facelifting and Environmental Improvement Schemes
	
	

	Application form/
interview
	The ability to work under pressure and to deadlines with minimum supervision
	
	

	Application form/
interview
	Excellent interpersonal skills and awareness of customer care 
	
	

	Application form/ interview
	Driving licence
	
	

	Application form/
interview
	Keyboard skills and computer literacy
	
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