JOB ADVERTISEMENT

Estate Compliance Officer
Reference: ECO/22/2
Closing Date: 4pm on Monday 6th June 2022
Arbour Housing, a community-based Housing Association in Portadown, wishes to recruit for an Estate Compliance Officer. We are looking for a positive and innovative Estate Compliance Officer to join our dynamic Housing Management Team.  To be successful, you will need to have comprehensive knowledge and experience of delivering effective housing management and property services as well as demonstrating a proven track record of working with the general public in a demanding service environment.
An application pack is available to download (CVs will not be accepted).
Arbour Housing is an Equal Opportunity Employer
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Estate Compliance Officer
Candidate Information Pack
May 2022
Closing Date: Application Forms must be received by 4.00pm on Monday 6th June 2022
Appointment of Estate Compliance Officer 
INFORMATION PACK CONTENTS
1. The Recruitment and Selection Process

2. Job Description and Personnel Specification

3. Summary of Terms and Conditions
4. Employment Policies

An Equal Opportunities Monitoring Form is also included in the pack and should be completed and returned in a sealed envelope with the application form. 
The Recruitment and Selection Process

How to Apply

1. If you wish to apply for this post you should examine the Job Description and Personnel Specification carefully to assess whether you meet the essential and or desirable criteria for the post and then complete the Application Form. 

2. It is important you complete the application form in FULL.  Incomplete applications will not be considered.  CVs will also not be considered in place of an application form.

3. Please note the closing date below.

4. Completed application forms should be returned by email to recruitment@arbourhousing.org or returned by post to Arbour Housing, 18-22 Carleton Street, Portadown, Armagh, BT62 3EN.

Conflicts of Interest

If a prospective candidate has any actual or potential conflict of interest with the activities of Arbour Housing, this should be declared clearly in the application.  Any indirect association of this kind through any family member or partnership must also be disclosed.

Closing date

Applications should be received by 4.00pm on Monday 6th June 2022.  Late applications will not be considered.

Short Listing Decisions

Only those candidates who clearly demonstrate that they possess all relevant knowledge, experience, skills and abilities listed in the Personnel Specification will be shortlisted for interview.  We reserve the right to enhance criteria in order to facilitate the short-listing process.  It is therefore essential for your Application Form to give full concise information and evidence relevant to the position.  Application forms may be supplemented by continuation sheets as necessary.  Those who have not been shortlisted will be notified.
Interviews are expected to take place week commencing 20th June 2022.
Pre-appointment Enquiries

If you are successful, you will receive an offer of employment conditional upon receipt of satisfactory vetting, references (to be determined at the sole discretion of the employer), pre-employment health check and confirmation of relevant qualifications.  Subject to satisfactory completion of these pre-appointment enquiries, you will be invited to take up the post as soon as possible.  We would emphasise that these enquiries will be carried out in full compliance with our Equal Opportunity and Data Protection policies.
Job Description
	Post Title: Estate Compliance Officer
	Department: Housing Management



	Responsible to: Head of Housing Management


	Job Purpose:

Support and work within the existing Housing Management Team in making an effective contribution to the delivery of Housing Management and Property Services which includes void management, tenancy management, estate management and tenant engagement


	Job Activities –
· Develop effective working relationships with colleagues, partners and key stakeholders to support the delivery of customer and neighbourhood focused services.

· To represent the views / interests of both the Association and tenants at Inter Agency Meetings with the SCNI, PSNI, NIHE, Council and other external agencies.

· To carry out change of tenancy inspections, issue necessary works and ensure works are completed in line with the Association’s Policies and Procedures and corporate target times

· Assist the Head of Housing to develop bespoke neighbourhood Action Plans.

· To proactively seek to capture and respond to customer feedback and profiling information through a range of methods.

· Promote, encourage and support customer involvement and engagement in neighbourhoods. 

· Build and maintain a full knowledge of support services available for customers. 

· To carry out Tenancy Audits to ensure the efficient management of the Association’s housing stock

· To deal efficiently and effectively with any complaint received to ensure that a quality service is provided to all tenants

· To identify and take appropriate action on potential cases of ASB in line with the Association’s Policies and Procedures to ensure neighbourhood sustainability.

· To take responsibility for Estate Management of Schemes, liaising closely with the Maintenance Department to ensure all identified issues are resolved efficiently and satisfactorily

· Monitor and report on performance KPIs for Grounds Maintenance, Cleaning and other service contracts and liaise with Contractors to ensure defects are resolved within contractual timeframes

· To receive maintenance requests from tenants, staff, and joint management partners, and issue appropriate works orders to appointed contractors

· To conduct regular Property Inspections and ensure all conditions of Tenancy are being adhered to and take appropriate action as necessary 

· To adhere to the Tenants Charter to provide an efficient, effective and professional service to all of the Association’s tenants

· To encourage, increase and facilitate all levels of Tenant Engagement within the Association’s housing stock

· To be compliant with the Association’s Policies and Procedures

· To ensure that the provision of services is compliant with Data Protection Regulations

· Consult with tenants throughout the project cycle for Planned Maintenance Programmes and ECM Works

· Complete Quality Assurance / Tenant Satisfaction surveys on repair orders

· To embrace and participate in own personal development initiatives, identify training opportunities, in order to increase skills and knowledge and ensure that objectives and performance targets are achieved

· To undertake any other tasks and duties within the scope and grade of the post
General Principles

· The post holder shall, at all times comply with the Association’s policies and procedures as defined in the Employee Handbook.

· All employees have a personal responsibility to promote and to support measures designed to create a working environment that is free from harassment or discrimination on the grounds of religion, community background, gender, marital status or disability.

The above is given as a broad range of duties and responsibilities and 
is not intended as a complete description of all tasks



Person Specification
	Category
	Essential
	Desirable

	Education

Experience

Knowledge
Skills

Special Conditions

	· At least 5 GCSE passes (including Maths and English) at Grade C or above or equivalent 
· Minimum of 1 years’ previous relevant experience in Social Housing 
· Working knowledge or experience of Tenancy Management and Estate Management
· Working knowledge of general office systems, practices and procedures

· Working knowledge of the MS Office suite of computer applications in particular Word and Excel

· Awareness of Welfare Reform and potential impact on Business
· Tenant engagement tools and techniques

· Ability to assimilate and analyse information

· Effective organisational skills

· Effective interpersonal skills with the ability to relate to a wide range of stakeholders

· Effective communication skills

· Ability to meet deadlines consistently

· Ability to challenge in a constructive manner

· Innovative approach to problem solving
· Ability to work effectively with a minimum of supervision

· Ability to work effectively as part of a team

· Availability to attend evening and weekend meetings
· Hold a current full driving licence valid in UK with access to suitable transport on appointment. This criterion will be waived in the case of an applicant whose disability prohibits driving but who is able to organise suitable alternative arrangements.

	· Experience of working with the general public/ Housing Association sector
· Awareness of Health and Safety Standards




Summary of Terms & Conditions of Service

	Salary Scale:
	£24,432 to £26,446
Points 16 - 20

	Hours of Work:

	37 hours per week, Monday to Friday. 

	Leave Entitlement:

	21 days per annum 

	Place of Work:
	Offices of Arbour Housing Ltd
18-22 Carleton Street

Portadown

BT62 3EN

	Notice Period:
	1 Month

	Pensions:
	Arbour Housing offer a contributory pension scheme, further details of which will be discussed at job offer stage.  

	Private Medical Insurance
	We offer Private Medical insurance for all staff available after completion of probation, with the option to add family members at preferential rates.

	Flexible working


	We operate a flexi time scheme allowing for flexible working arrangements outside of core hours.

	Probation:
	You will be on probation for a period of up to six months.


Employment Policies

The appointment is subject to satisfactory employment references, satisfactory checks of qualifications and a medical check.

As part of the selection process for the vacancy, you will be asked to provide, in confidence, evidence of entitlement to work in the UK and any criminal history information. 

You are invited to complete and return the Equal Opportunities Monitoring Form to assist us in monitoring our Equalities Policy.     

The information provided by you on the Equal Opportunities Monitoring Form will not be made available to the selection panel.   Statistical and anonymous reports will be produced for monitoring purposes from the information contained in the document for submission to the Equality Commission on an annual basis.

The information provided by you on the application and any supplementary forms will be used for the purpose of selection, recruitment and any further subsequent employment related administration if the application is successful.  

Arbour Housing is an Equal Opportunity Employer
