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	Job Title:
	Technical Officer – Independent Living

	
	Service Area:
	Housing

	
	Team:
	Private Sector Housing

	
	Salary:
	Band 6 ( SP 24 – 27)/ Band 7 (SP 28 – 32)  dependent on qualifications and experience



Job Description

Main Purpose of Job:
To provide technical advice, assistance and support to individuals living with a disability, who wish to adapt their homes. To liaise with Occupational Therapists in the design of reasonable and practicable solutions to meet the necessary and appropriate needs of the client. To instruct and monitor contractors in the delivery of good quality solutions.
The role will involve close liaison with the Case Officer to ensure effective communication with the client and also liaison with the Officer designated by the Council to approve any grant application.

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 inspect properties and draw up suitable schemes of work to meet the assessed needs of the individual in a reasonable and practicable manner.
2. To identify deficiencies within premises that are unrelated to the adaptation works but could impact on the health and wellbeing of the household and make appropriate referrals within East Suffolk Council or to other agencies.
3. To provide technical advice, assistance and support to individuals living with a disability who wish to adapt their homes; ensuring an appropriate technical service for the benefit of customers and colleagues from the referral stage through to completion of works within the framework required by the agency.
4. To liaise with contractors in relation to schedules of work, schedules of rates, works on site, snagging and completion of works to ensure the smooth completion of the contract.
5. To check quotations and invoices for accuracy and pass for payment to the grants officer.
6. To liaise with Occupational Therapists or other Health Professionals as required to ensure the works meet the client’s assessed needs.
7. To liaise with the Case Officer to ensure that the client is fully informed as to the nature, extent and timing of the works and is prepared for any disruption associated with the adaptation.
8. To obtain all necessary statutory consents including Planning Consents, Building Regulation Approval and any other statutory undertakings on behalf of the client.
9. To liaise with architects, surveyors and structural engineers as required and serve Party Wall Act Notices on behalf of clients as required.
10. To comply with the Construction (Design and Management) Regulations 2015 as designer, principal designer and/or principal contractor as applicable.
11. To develop the technical service as appropriate and contribute to the overall development of the Home Improvement Agency business.
12. To be responsible for planning and prioritising own workload, both reactive and programmed, to ensure that corporate customer service standards are achieved.
13. To be responsible for maintaining accurate records and information relating to inspections, caseloads etc. on the Council’s software systems and property files and assist with the preparation of service reports as necessary.
14. To recognise safeguarding issues and follow up as necessary using the correct channels in accordance with stated policies and legal obligations.
15. To know the professional and personal scope of own practice and make referrals to other agencies as necessary with relevant permissions.
16. To promote and adhere to the workplace values of our organisation.
17. To be  responsible for assessing own competence against national and corporate frameworks and implementing personal development plans as agreed with the Independent Living Manager.
18. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.





Line Manager:		Independent Living Manager
Responsible for:  	N/A

Political Restriction: This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (July 2026) 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:
	Band 6 Requirements 
· In depth knowledge of building construction.
· Excellent working knowledge of aids and adaptations available to support independent living.
· Familiar with the requirements of the Data Protection Act, General Data, Protection Regulations, Freedom of Information Act, Environmental Information Regulations and safeguarding legislation
· Minimum of 3 years relevant /practical experience in the field of housing to include property inspections.

Band 7 Requirements 
· In depth knowledge of building construction.
· Excellent working knowledge of aids and adaptations available to support independent living.
· Familiar with the requirements of the Data Protection Act, General Data, Protection Regulations, Freedom of Information Act, Environmental Information Regulations and safeguarding legislation
· Minimum of 3 years relevant /practical experience in the field of housing to include property inspections.
· Experience of delivering  Disabled Facilities Grants
· Completed training on the Housing, Health and Safety Rating System.
· Completed training on the Construction (Design and Management) Regulations 2015.

	Band 6 Desirable
· Experience of delivering  Disabled Facilities Grants
· Completed training on the Housing, Health and Safety Rating System.
· Completed RoSPA safety training.
· City and Guilds Energy Awareness trained (level 3)
· Completed training on the Construction (Design and Management) Regulations 2015.
· Awareness of Council Policies, Standing Orders and Financial Regulations.



Band 7 Desirable
· City and Guilds Energy Awareness trained (level 3).
· Completed RoSPA safety training.
· Awareness of Council Policies, Standing Orders and Financial Regulations.


	Skills and Abilities:

	· The ability to work flexibly as necessary.
· The ability to work as part of a team.
· Ability to analyse and solve new and complex problems.
· Have clear precise written and oral communication skills
· Ability to influence others.
· Good level of IT skills.
· Ability to work under pressure and to tight deadlines.
· Ability to manage projects to completion.
· Ability to relate effectively with others, including colleagues, external agencies, Elected Members and the public.
· Ability to take responsibility for individual and organisational decisions.
· Have a passion for improving the lives of the people who use our services.
· Good decision making.
· Acts with integrity.
· Ability to organise and prioritise own workload.
· Ability to investigate and resolve complaints
· Sensitivity to commercially confidential information

	· Budget management

	Education and Training:
	Band 6 Requirements 
· GCSE Maths and English at Grade 4 or above  (or equivalent qualification and grade e.g. GCSE/ O level Grade C) 

Band 7 Requirements 
· GCSE Maths and English at Grade 4 or above  (or equivalent qualification and grade e.g. GCSE/ O level Grade C) 
· Level 5 qualification in a relevant housing/ building related subject.
· Completed approved training on the Housing, Health and Safety Rating System.

	Band 6 Desirable 
• Completed training on the Housing, Health and Safety Rating System.

	Other Requirements:
	· Full UK driving licence.
· Capable of visiting premises and sites given normal means of access.
· Reasonable sensory abilities required to inspect premises and assess the situation/condition.
· Lifting and other physical activity, the use of ladders and working in confined spaces will be necessary on a regular basis.
· A commitment to own development and to supporting training and development initiatives.
· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.
· Infrequent Travel - This organisation positively encourages the use of technology to communicate and engage, but on occasions, there may be a requirement for you to travel using reasonable and suitable means available to you and agreed by the authority.
· Flexible and willing to work outside of normal working hours.
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