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	Job Title:
	HHSRS Co-ordinator

	
	Service Area:
	Housing

	
	Team:
	Regulatory Compliance

	
	Salary:
	Band 4 (pending JE)



Job Description
Main Purpose of Job:

HHSRS = Housing Health and Safety Rating System

Responsible for providing administrative support to ensure the efficient management and resolution of HHSRS (including damp, mould etc) and related within our housing stock. This role serves as a key liaison between tenants, Maintenance Inspectors, contractors, and internal teams to co-ordinate inspections, track repairs and maintain accurate records. 
Playing a crucial role in improving living conditions, customer satisfaction, and compliance with housing regulations and legal obligations. 
Working as a member of the Regulatory Compliance Team to:

· Coordinate and administrate all related HHSRS works, including raising the relevant works to be completed, ensuring that Legislative timescales are met and attendance is within target.

· Maintain regular contact with our residents on the progress of any HHSRS case that relates to their property.

· Work collaboratively with colleagues to address challenging issues in relation to accessing our properties.
· Monitoring and recording progress and communications regarding the hazards and ensure that deadlines are met.

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. To act as a primary point of contact for all HHSRS cases in the HRA stock.

2. Maintain communication with other staff and departments that are involved with the resolution of HHSRS cases.

3. Regularly meet with the relevant teams to ensure that all records of the cases remain up to date.

4. To ensure that any issues relating to HHSRS cases are dealt with professionally, efficiently and effectively in accordance with legislation and the statutory timescales.
5. To be responsible for the accuracy of information in relation to HHSRS, identifying poor information quality, gaps in datasets and anomalies. 
6. To co-ordinate the reporting of performance from a wide range of internal and external stakeholders. Ensuring information is collected correctly and that reporting is accurate, timely and presented correctly.

7. To be responsible for effective data management and data handling providing a high level of assurance relating to data integrity are a significant aspect of this role. 
8. To collate and provide relevant accurate information to support the management of Housing Health and Safety Rating System cases in line with current Legislation. This will include liaising with our residents, internal staff, sub-contractors and other professional agencies.
9. Ensure that residents are aware of the progress of HHSRS cases that affect their property.

10. Negotiate with residents to arrange access to complete works to resolve HHSRS cases.

11. Ensure that administration processes are followed, recorded and documented appropriately. 

12. Provide documents to residents that are required in line with legislation.

13. Prioritise repair works to our properties to ensure that works are completed within the appropriate timescales.
14. To be responsible for own personal development on a continuous basis and with reference to the Council’s values and behaviours.

15. To promote and adhere to the workplace values of our organisation. 


Line Manager: 

Direct Reports:
None.


Political Restriction:  This post is not politically restricted under the Local Government and Housing Act 1989.


Note:
This is a description of the job as it is constituted in July 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 of working in an administrative role

· Sound understanding of domestic property maintenance. 

· Experience in assessing and prioritising repair requests.
· Highly competent Microsoft software user.

· Understanding of data quality control.
· Excellent and accurate data management and input skills.

· A broad understanding of the regulations and standards affecting a Local Authority Housing Department.
· Excellent knowledge of reporting procedures and record keeping.
· Change management. 

· Understanding of IT systems and data management.
· Ability to interpret data from relevant systems and translate into meaningful data.


	·  An understanding of legislation relating to HHSRS and damp and mould
· Experience of working in a Social Housing related environment.



	Skills and Abilities:


	· Ability to communicate effectively to customers, colleagues and suppliers. 

· Display a confident, professional and friendly approach at all times.

· Customer focused mindset, you’ll demonstrate living and breathing customer satisfaction, making every interaction count.

· Deal on a daily basis with confidential matters sensitively.

· Statistical analysis skills with an ability to produce informative and concise reports.

· Innovative approach to service delivery, working collaboratively to deliver continuous improvement. 
· Excellent communication and interpersonal skills at individual, team, and management level, and equally effective in communicating with suppliers and contractors.

· A self-starter with excellent problem solving and decision-making skills and a focus on continuous improvement and innovation.
· Able to work under pressure, with confidence and resilience.
· Negotiating skills.
· IT proficiency and expertise in use of modern technologies.
	· Organisational development skills 

· Design of statistical reporting systems. 



	Education and Training
	•
Good level of education, with a minimum of level 5 GCSE in Maths and English or equivalent.

· Microsoft Excel and Word training.
	· Commitment to self-development with emerging Legislation

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· To promote and adhere to the workplace values of our organisation.
· Promote a positive communication across the organisation, encourage constructive relationships and develop staff feedback methods.
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