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	Job Title:
	Administration Officer (Warm Homes Wave 3)

	
	Service Area:
	Housing

	
	Team:
	Capital Programme Team

	
	Salary:
	Band 3 (SCP 7 to 11)



Job Description
Introduction
East Suffolk Council (the Council) own and manage c4,400 socially rented homes. Approved in 2023, ‘Our Direction 2028’, the Council's strategic plan, includes a specific theme of Sustainable Housing. The vision is that ‘All homes in East Suffolk are safe, suitable and sustainable, in communities where residents are proud to live’.
The Council has c1,100 homes which it estimates have an EPC Band of D or poorer. Not all of the Council’s properties have a published EPC. A bid for grant funding was made to the Department for Energy Security and Net Zero (DESNZ) for the Warm Homes Wave 3 (WH:W3) programme for circa £17M which will be 50% co funded by East Suffolk Council. 
The key aims and objectives of the WH:W3 are to tackle fuel poverty, improve the comfort and health of residents. The works must minimise the risk of poor internal air quality, effectively manage moisture internally and not increase the energy costs to tenants.
Main Purpose of Job:
To provide support and assistance to the Capital Programme Team to ensure the successful delivery of the Warm Homes Wave 3. To carry out detailed research and data collection to inform and support the programme rollout. To undertake administrative and financial duties to aid the team in meeting the delivery targets. 

Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:

1. Primarily responsible for the research and collation of data sufficient to support the delivery of the Warm Homes Wave 3 programme. Work will include desktop research, site visits, key stakeholder engagement and collation of data. 

1. To assist with the associated administrative and financial duties required for the project management of individual properties and the overall programme. 

1. To seek input and work alongside other internal departments external consultants, and contractors to ensure the efficient and timely procurement of surveys, reports, and appraisals. 

1. To provide support and assistance to the Warm Homes Wave 3 Team by assisting with the following activities: 

· Handling the department’s general enquiries by phone and email.
· Organising department meetings, meeting agendas and taking minutes.
· Assisting the senior members of the team with the production of reports and presentations.
· Assisting with general invoicing (raising purchase orders and ensuring payment of invoices by Finance)

1. To make visits to tenant’s properties ensuring adherence to the council’s Lone Working Policy, at all times.

1. To carry out other duties appropriate to the level and character of the post. 

1. To promote and adhere to the workplace values of our organisations.

1. The post holder will take responsibility for their own Health and Safety at work and that of other persons who may be affected by their actions.

1. Undertake any additional responsibilities as directed by the line manager commensurate with the level and grading for the role.
1. Adhere to the Council’s policies, rules and procedures including, Health and Safety, Equal Opportunities, all other legislative responsibilities, governance, financial and procedural rules.

1. Ensure compliance to the organisations Code of Conduct in the delivery and provision of services to staff and the community. 

Line Manager: Contract Manager (WH:W3) 
Responsible for: Administrative and financial support for the WH:W3 Programme
Political Restriction: 
This post is not politically restricted.

Note:	This is a description of the job as it is constituted at 14/2/2025 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time. It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary. It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Experience in working to agreed targets and deadlines. 
· Relevant administrative experience working within a team. 
· Experience of dealing with internal and external partners. 
· Relevant financial experience working within a team.

	· Experience within the property sector.
· Understanding of key stages of delivering a project. 

	Skills and Abilities:

	· Excellent communication skills, including highly developed oral and written communication, plus presentational skills.
· Ability to compile and analyse statistical information.
· Diplomacy and liaison skills.
· Able to and committed to working as part of the team.
· Ability to observe strict confidentiality at all times in accordance with data protection guidelines.
· Excellent organisational skills with ability to manage. changing and sometimes conflicting priorities.
· Proficient in using IT (Microsoft Excel and Word).
· Numeracy – able to record numerical data and perform basic arithmetical functions.



	· Able to demonstrate business acumen and understanding of capital works. 
· Ability to identify problems, suggest and implement solutions.


	Education and Training
	· Educated to NVQ Level 3 (or equivalent) or relevant knowledge and experience 

	· Further education within a relevant field or associated subject. 

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· Confident and courteous manner, both in person and on the telephone.
· Conscientious.
· Adaptable to the various duties of the post.
· Contribute to the development of good working relationships within the team.
· Positive attitude.
· Excellent social and communication/negotiation skills to effectively work with managers and others
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