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JOB DESCRIPTION
	Post Title: Apprentice Housing Enforcement Officer

	Department: Corporate Core
	Post No: 

	Division/Section: Public Protection
	Post Grade: 
Level 1 (Grade 4)
Level 2 (Grade 5)
Level 3 (Grade 8)

	Location: 3 Knowsley Place, Bury 

	Special Conditions of Service:
The nature of the post will require the post holder to work flexibly dependent on the needs of the job. This may include occasionally attending events or meetings outside of normal working hours and working agilely from different offices or home as appropriate.

	Purpose and Objectives of Post: 
Level 1 & 2
· To learn the role of a housing enforcement officer and develop appropriate skills by undertaking and successfully completing the Regulatory Compliance Officer apprenticeship.
· To support enforcement officers to tackle poor housing conditions by assisting enforcement and advisory activities.
· To help make a positive difference to the lives of residents by ensuring their homes are safe and decent.
Level 3
· To tackle poor housing conditions by undertaking a wide range of enforcement and advisory activities, such as inspections, assessments and investigations.
· To make a positive difference to the lives of residents by ensuring their homes are safe and decent.
· To undertake and successfully complete training against an appropriate Apprenticeship Standard and to achieve an Advanced Professional Certificate, which will be delivered by approved training providers. 



	Accountable to: Unit Manager PRS Enforcement 

	Immediately Responsible to: Unit Manger PRS Enforcement

	Immediately Responsible for: None

	Relationships: (Internal and External)
Officers and managers of the Council, Trade Unions and representatives, Representatives from national and regional partner organisations, including other local authorities, Greater Manchester Combined Authority and NHS Trusts. 

	Control of Resources: 
Systems, data and records 
Security of personal computer, laptop and mobile phone 
Compliance with Health and Safety Regulations 

	Duties/Responsibilities:
Level 1 & 2 – working under the supervision Unit Manager PRS Enforcement To work in conjunction with the other EH professionals to provide an effective service across.
1. To undertake and successfully complete all required training, including the Level 4 Regulatory Compliance Officer apprenticeship standard within an agreed period of time.
2. To learn the technical knowledge and skills required to ensure housing standards comply with relevant minimum standards and take appropriate enforcement action.
3. To assist and support others to take appropriate formal and informal enforcement action and give advice.
4. To assist and support others to conduct inspections and assessments and take appropriate follow-up action to secure improved housing standards. 
5. To maintain accurate records
6. To build an understanding of relevant policies and best practice 
7. To build productive professional relationships and be a team player
8. To complete assigned tasks to deadlines set by supervisor
9. To attend relevant meetings  
10. To learn and develop communication skills to enable appropriate and effective communication with a range of audiences, including learning to be assertive in a way that is appropriate, fair and proportionate
11. To provide support and undertake such additional duties as required
12. To take a full and active role in the implementation of own training and personal development.
13. To contribute to and demonstrate a commitment to relevant council policies and initiatives


Level 3 – working under some supervision of the Unit Manager PRS Enforcement
(as level 1 &2  with the following additions)
1. To undertake and successfully complete all required training, including the Advanced Professional Certificate within an agreed period of time.

1. Following supervision and training, to appropriately apply technical knowledge and experience of housing standards to real world situations with a view to ensuring compliance with relevant minimum standards.

1. Following supervision and training, to assist with and take appropriate formal and informal enforcement action, and give advice, to achieve good housing outcomes, in line with relevant council policies and procedures.

1. Following supervision and training, to assist and participate in inspections and assessments, including collating and acquiring relevant evidence, conducting interviews, issuing warnings and notices, to facilitate the fair and proportionate use of enforcement powers and, where necessary, to secure positive outcomes from all subsequent legal proceedings. 

1. Following supervision and training, to assist and conduct basic investigations and to assist in the preparation and collation of detailed case and prosecution files and where appropriate attend Court, Tribunals and Public Inquiries and present necessary evidence. Where appropriate give support to witnesses/victims.

1. To maintain accurate records, including of all relevant investigations, inspections and meetings, and prepare briefings.

1. To build an understanding of relevant policies and ensure all duties are undertaken in full accordance with them, ensuring that all relevant financial and statutory matters are dealt with promptly. 

1. To develop an understanding of relevant emerging trends or patterns which may affect the service or need to be addressed at a policy or strategic level, and to escalate them

1. To learn, develop and maintain knowledge and expertise of relevant and current legislation relating to private sector housing including any changes, best practise and consultations.

1. To work closely with partners to solve problems, including other departments, bodies and agencies, and the voluntary and community sector; giving advice and assistance and developing the ability to provide technical support to internal and external colleagues.

1. To manage own allocated workload effectively including, where appropriate, working outside normal hours.

1. To attend relevant meetings with other council services, or outside bodies as required, to promote service objectives.

1. To develop communication skills to enable appropriate and effective communication with all stakeholders to ensure their understanding, engagement and involvement with relevant work programmes and projects including providing technical information relating to the apprentice officer’s area of work that is accessible and understandable. 

1. To provide support and undertake such additional duties that may arise appropriate to the delivery of the service and as are reasonably commensurate with the level of the post.

All levels
1. As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
2. Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
3. Responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies
4. Lead by example, upholding the Council’s LET’S DO iT behaviours and values at all times.




















PERSON SPECIFICATION
Apprentice Housing Enforcement Officer
	SHORT LISTING CRITERIA 
	ESSENTIAL 
	DESIRABLE 

	
	Level 1 & 2 
	Level3 
	 

	Five GCSE passes, including English and Maths (or equivalent)
	  x
	
	 

	Knowledge

	Awareness of Council’s responsibility for enforcement against landlord who break the law
	 x
	x
	 

	Awareness of the impact that bad housing can have on people lives and health
	 
x 
	x   
	

	Skills

	Good verbal and written communication skills including the ability to communicate with people in different circumstances
	x
	 
	 

	Good verbal and written communication skills including the ability to communicate appropriately with people who are distressed or under stress.
	
	x
	

	Able to have difficult conversations and be assertive in a way that is appropriate, fair and proportionate.

	
	x
	

	Able to gather and analyse information and evidence from a wide range of sources and keep accurate records.

	
	x
	

	Understanding that councils are responsible for enforcement against landlords who break the law.

	
	x
	

	Good literacy, numeracy and digital skills
	 x
 
	
	 

	Able to travel and access all areas of the local authority in a timely manner. This will include visiting a range of buildings and properties such as accessing loft spaces and uneven ground
	x
	
	 

	Able to work independently and in a team
	x
	
	 

	Able to manage own workload
	 x
	
	 

	Experience

	Experience of working with members of the public
	x 
	
	 

	Experience of resilience in tough situations
	 
x 
	
	 

	Attributes and behaviours

	Self-motivated to study, develop career and achieve
	x
	
	

	Interested in helping people by improving the standard of housing
	x
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