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	Job Title:
	Regulatory Compliance Officer

	
	Service Area:
	Housing

	
	Team:
	Private Sector Housing

	
	Salary:
	Band 4 (SCP 12 to 17)



Job Description


Main Purpose of Job:

You will be part of the council’s Private Sector Housing team, responsible for assisting with the regulation of housing in the district, delivering responsible and effective services to anyone who approaches the Council needing help regarding their home.


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. Receive, assess and where necessary action, customer queries and concerns relating to private properties and Houses in Multiple Occupation (HMOs).

2. Investigate complaints in respect to statutory duties or regulations, carrying out administrative and intelligence checks as required.

3. Carry out reactive, routine or proactive visits to private properties and HMOs.

4. Take enforcement action, where required, preparing cases which may consider financial penalties, or tribunal or court action.  In rare cases, this may include attending hearings at court, or a tribunal panel.

5. Collate and present evidence and casework to case officers, ensuring this is done in compliance with regulatory standards such as PACE, RIPA, etc.
6. Provide advice, guidance and assistance to householders, tenants and landlords contacting the service ensuring regulatory compliance through education and advice.
7. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
8. To promote and adhere to the workplace values of our organisation.

Training commitment:
This post incorporates an apprenticeship at Level 4 in Regulatory Compliance and there is an expectation that twenty percent of the officer’s time will be spent completing ‘off the job’ training or studying for the duration of the course (expected to be 16-18 months).


Line Manager:

Team Leader (Private Sector Housing)


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (November 2024) 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
	· Ability to read reports and complex writing to ascertain facts and key information.
· Interest in the housing sector, specifically factors such as health inequalities and deprivation, etc.
· Experience working within a team and on your own initiative.
	· Knowledge of housing legislation
· Principles of PACE, RIPA and obtaining and presenting evidence 

· Local knowledge of the East Suffolk area.

	Skills and Abilities:

	· Communication skills
· IT skills (ability to use Microsoft suite, and interrogate databases)

· Attention to detail

· Organisation skills

· Customer care skills

· Problem solving skills

· Logical / common sense

· Team working

· Use own initiative

· Non-judgemental

· Patience
	· Experience of using the IDOX Uniform software
· Experience of using PACE/RIPA

	Education and Training
	· Willing to undertake the Level 4 Regulatory Compliance Officer apprenticeship
· GCSE (or equivalent) English at Grade 4 / C
· GCSE (or equivalent) Maths at Grade 4 / C
	

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· Access to own vehicle and ability to travel to other office locations for meetings
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