

	



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Adult Social Care, Health & Housing
	SERVICE GROUP: Housing Operations

	POST TITLE: Housing Technical Officer 
	REPORTS TO: Private Sector Housing Manager (Adaptations/Empty Homes & Loans)/Housing Standards Manager

	GRADE: PO1
	SAP POSITION NUMBER: 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation. The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: 

	The post holder may be required to work interchangeably in more than one team within the Housing Operations service including housing standards/enforcement, Houses in Multiple Occupation (HMOs), empty homes, housing assistance and disabled adaptations (Disabled Facilities Grants). His/her duties will be determined by the team to which he/she is assigned at the time but will include:
Undertaking inspections, audits and surveys of dwellings to assess their condition as a prerequisite for their maintenance, repair, feasibility for adaptation or improvement or in applying the Housing Health and Safety Rating System to eliminate any serious risks to the health of the occupants via grant, loan or enforcement.
To prepare detailed specifications, technical plans, designs for complex building schemes, schedules of works, tender documents and contracts as may be required for works for maintenance, repair, improvement, adaptation and enforcement purposes and upon which decisions as to the approval and payment of grants, loans and other capital expenditure to the total value of £5m are made.  

To provide expert professional and technical advice to vulnerable client groups, Councillors, contractors and other officers.


	Main Responsibilities of Post: 

	This is a generic job profile for the post of Housing Technical Officer.  
The post holder may be required to work interchangeably in more than one team. His/her duties will be determined by the team to which he/she is assigned at the time but may include:
To represent the Housing Service’s in-house agency service; delivering a customer focussed project management service, managing projects of up to £150k from design to completion in accordance with contractual requirements, specifications, health and safety and quality standards.

To provide expert advice on construction works, options & limitations in design. This is to be either verbal or written and to include vulnerable client groups, contractors, other officers and other Departments enabling works to be completed in-line with both legislation and Council policy.
To ensure that all projects under the officer’s management are completed in accordance with the Council’s health and safety policies, and the requirements of health and safety legislation. In becoming Technical Officer, the applicant is to assume the role of ‘Designer’ under CDM regulations and so should be familiar with the individual responsibilities imposed upon them and recognise the consequences should they be found negligent in their duty of ‘designer’ which could include individual prosecution.
To supervise contractors and other workers on site to ensure that works are carried out to the specification and instructions agreed prior to work commencing, making interim checks, resolving disputes and ensuring that the work is completed to an acceptable standard; and to advise the line manager of the on-going performance of contractors.
To carry out detailed evaluation of any tenders and quotations submitted for eligible building works related to individual property, groups of properties and adaptation schemes in order to ensure value for money and compliance with the Council’s contract terms and conditions and to undertake financial assessments of households and make recommendations as to the Council’s financial contribution where appropriate.

To verify accounts for payment, using standard methods of measurement, in accordance with the Council’s financial regulations/standing orders, and resolve disputes involving Council contractors and members of the public regarding the cost and/or quality of services provided.

Involved in enforcement action designed to eliminate category 1 and 2 hazards from domestic properties and to abate statutory nuisances (including making site visits; taking samples of materials and drinking water and protecting their integrity and chain of custody until delivered for laboratory analysis; collecting evidence; drafting, serving and monitoring compliance with statutory notices; participating in PACE interviews; preparing statements; appearing in  a civil or criminal court or at a First Tier Tribunal hearing; and supervising work in default). 
To carry out surveys of houses in multiple occupation (HMOs) in liaison with the West Yorkshire Fire and Rescue Service, advise on licensing, and participate in enforcement action designed to ensure compliance with licence conditions and related statutory requirements (including such actions as listed above).
To provide advice to: 

· Landlords and tenants on wide ranging housing issues such as legal obligations and consequences for failing to comply with housing legislation.
· Owners and occupiers on the maintenance, repair, improvement, and adaptation of their properties, the sources of financial assistance available, and the employment of reputable contractors.

To be competent in the use of specialist ICT packages such as Computer Aided Design (CAD) in order to design schemes, creating detailed technical drawings showing properties before & after proposed works.

To assist in the supervision of the cleansing and disinfection of filthy and verminous premises in line with departmental protocols to ensure the correct disposal of contaminated materials whilst minimising the risk of allegations of fraud/theft.

Assist in bringing empty homes back into occupation through a range of activities including (but not restricted to) advising and negotiating with property owners, compulsory purchase, and enforced sales; and in the interim to arrange for empty properties to be secured against access by unauthorised persons and to assist in abating nuisances and/or ameliorating loss of amenity associated with them.

On a daily basis, makes many complex, highly technical, legislative and contractual decisions in line with legislation, Council policies and procedures and standing orders.  Such decisions having serious potential repercussions for the Council.

Essentially self supervising and expected to exercise a high level of initiative, creativity and judgment in carrying out their duties within broad guidelines and within the Authority’s policies, procedures, standing orders and legislation.

Access to confidential information of a highly sensitive nature which, if released, could seriously embarrass the Council, individual or outside bodies or have a damaging effect threatening financial integrity or prejudice legal proceedings.   

Provide an emergency cover, attending emergency call-outs during normal working hours, to ensure the safety of building occupants, building users, contractors and the public.


	Structure:



	Special Knowledge Requirement: Will be used for shortlisting. Max 10


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the

Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:

a) Can express themselves fluently and spontaneously, almost effortlessly

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language.
	X

	Demonstrate an ability to interpret, understand and utilise complex technical information, legislation and sources of operational guidance relevant to the full range of Housing responsibilities.
	X

	Able to provide clear verbal and written high level technical advice to a wide range of specialist and non specialist audiences, including assisting clients to  comply with legislative requirements.
	X

	Able to carry out inspections, audits and surveys of dwellings to assess their condition as a prerequisite for their maintenance, repair, adaptation or improvement.
	X

	Able to prepare plans, specifications, design schemes, schedules of work, tender documents and contracts as may be required for maintenance, repair, improvement, and adaptation works to domestic properties.
	X

	Able to demonstrate an understanding of Health and Safety with particular reference to construction and able to supervise contractors and other workers on site to ensure that works are carried out to the specification and instructions agreed prior to work commencing and in accordance with the requirements of health and safety legislation.
	X

	Knows and understands how to analyse, interpret and present complex information from a variety of sources.
	X

	Must be able to weigh up a situation quickly and establish the risks and hazards involved and to take all measures appropriate to eliminate personal risk.
	X

	Able to manage own workload and work in an unsupported environment such as with customers in their own home.
	X

	Able to use standard IT packages to undertake word processing activities and produce documents, reports, agendas etc e.g. Microsoft Word.
	X

	Able to drive and holds appropriate license.
	X


	Relevant experience requirement: Will be used for shortlisting 


	Experience of working in the building construction or housing maintenance industry or in a public, private or voluntary sector organisation delivering housing maintenance or housing enforcement which must include experience of surveying housing including service installations.

	Experience in the preparation of schedules for building works.

	Experience of supervising building works.

	Experience of delivering a customer-focussed service, including face to face advice to members of the public.

	An understanding of work practices, techniques and standards used within the building construction or building maintenance industries.

	An understanding of legislation relating to building control and/or housing standards.


	Relevant professional qualifications requirement: Will be used for shortlisting 


	BTEC Higher National Certificate in Building Studies, Building Construction, Construction Studies, Construction Technology or Structural Surveying OR an alternative construction related qualification at a similar level within the Framework for Higher Education Qualifications and relevant experience of working in the building construction or housing maintenance industry or in a public, private or voluntary sector organisation delivering housing maintenance or housing enforcement which must include experience of surveying housing including service installations
OR
Relevant experience of working in the building construction or housing maintenance industry or in a public, private or voluntary sector organisation delivering housing maintenance or housing enforcement which must include experience of surveying housing including service installations and a technical qualification at a least Level 3 in a relevant construction field as a result of being apprentice trained in a building trade.


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage 
their workload and carry out a number of specific tasks accurately and at a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our officers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our officers provide operational leadership which brings about change and act as role models within the team.  They consider serving the District in all that they do.

	Delivering Successful Performance Our officers plan, organise and prioritise workloads to meet deadlines. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our officers work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our officers create and maintain good working relationships to facilitate collaborative working. They champion the Council’s values and goals.

	Working Conditions: 

 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
Good mobility will be required e.g. walk long distances, climb stairs/ladders

May be required to work at any office as the occasion demands and be prepared to work in a flexible way

Able to operate in the full range of conditions experienced within the range of duties from the residential situation through to potentially highly dangerous conditions mainly in commercial and industrial undertakings.  

Required to work in situations where there is the potential for conflict.

Required to work outside in possible adverse weather and environmental conditions.

Required to work outside normal hours including evenings and weekends as the occasion demands.

Expected to attend Council Committees, courts of law, tribunals, Neighbourhood Forums, public meetings, courses and conferences as necessary, related to the prime objectives of the post.


	Special Conditions: 

	You will be informed online if there is a requirement for the post to have recruitment checks such as DBS, Warner Process.

	Compiled by:

J. Rhodes
Date: 16.11.21
Amended 12.03.26 (DRN)
	Grade Assessment Date:

Date: 26.11.21
	Post Grade: PO1



Please delete this sheet before use

Version control
	Version
	Date
	Who
	Change

	1.0
	3/10/17
	JR
	Original 

	1.1
	16/11/21
	JR
	Changed grade

	1.2
	2/2/23
	AG
	Removed years’ experience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please record all changes on this sheet.  Generally, a new version should be created for any change(s) and you should ensure that the version number in the filename and in the document footer align with the current version. 
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