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Compliance Officer - Key Duties and Responsibilities
Contract and Compliance Management
· Manage and monitor allocated planned preventative maintenance, servicing, inspection, testing and reactive maintenance contracts.
· Monitor compliance across an allocated portfolio of property and building-services systems, which may include heating systems (oil and gas), mechanical services, water systems, ventilation and air‑conditioning, commercial catering equipment, sprinkler systems, dry risers and other relevant compliance disciplines.
· Review contractor reports, certificates, inspections, test results, risk assessments and associated technical information.
· Assess compliance status and ensure required corrective or remedial action is identified, prioritised, instructed, monitored and appropriate recorded.
· Ensure all statutory, servicing, inspection and certification documentation is submitted accurately, reviewed, recorded and retained within required timescales.
· Provide technical and compliance advice within the postholder’s area of competence and escalate matters requiring additional specialist advice.
Audit, Assurance and Risk Management
· Undertake audits of contractors to ensure compliance with statutory duties, contract specifications and Council procedures.
· Identify non‑conformances, service failures or areas of risk and report findings to the Lead Officer with recommended corrective actions.
· Support investigation and root cause analysis of incidents, failures or recurring non‑conformances, identifying gaps in processes, training or contractor performance.
· Contribute to internal and external audits, including the preparation and provision of evidence, action plans and follow‑up information.
· Support continuous improvement of compliance processes, procedures and management arrangements.
· Escalate significant safety or compliance concerns through appropriate management arrangements.
Asset and Data Management
· Maintain accurate asset and compliance information for systems and equipment within the allocated portfolio. 
· Contribute to development and continuous improvement of property asset registers.
· Ensure relevant drawings, schematics, certificates, and technical records are appropriately maintained.
· Produce compliance information, reports and performance indicators to support operational management, assurance, asset planning and corporate reporting.
· Use Council digital, property, asset and compliance systems effectively.
Procurement, Works and Financial Control
· Assist in the procurement of competent contractors, consultants and other specialist providers, supporting with tender specifications, evaluation and mobilisation.
· Contribute technical and compliance requirements to tender and contract documentation.
· Monitor contractor performance against contract and compliance requirements.
· Review and validate contractor applications for payment, ensuring works have been completed to the required standard and in accordance with contractual and compliance requirements.
· Contribute to the planned maintenance and improvement programmes arising from compliance inspections, risk assessment and asset information.
Specialist Compliance Responsibilities
Depending upon the postholder’s allocated portfolio, experience and competence, responsibilities may include:
· Mechanical and building services;
· Heating and associated systems;
· Ventilation and air-conditioning;
· Water hygiene and legionella control;
· Commercial catering equipment;
· Sprinklers and dry risers;
· Other property compliance disciplines allocated to the team.
Where undertaking water-management duties, appropriately competent officers may also:
· Review relevant water system risk assessments and monitoring information;
· Support Responsible Persons/ Duty Holders;
· Maintain water-system asset information and schematics;
· Contribute to written schemes of control and water-management arrangements;
· Investigate water-related compliance incidents and recommend improvements.
Collaboration and Service Improvement
· Work effectively with colleagues across Property Services, premises representative, contractors, consultants and other stakeholders.
· Support other compliance and PPM disciplines where competent and required, contributing to team resilience.
· Provide clear technical information, recommendations and advice appropriate to the postholder’s knowledge and authority.
· Maintain and develop professional and technical competence through continuous learning and training.
· Contribute to improvements in processes, systems and working.
