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Job Description and Employee Specification 

Tenant Participation Officer
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Housing & Communities


	Job Title:
	Tenant Participation Officer


	Responsible to:
	Tenant Participation Manager


	Grade
	NLC10


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

The Tenant Participation Officer reports to the Tenant Participation Manager and is responsible for maximising opportunities for tenants and other customers to engage in Tenant Participation activities across North Lanarkshire to support the council’s priority outcome to improve relationships with communities and the third sector. 
 
A key role will be to work with individuals, tenant and resident groups and North Lanarkshire Federation of Tenants and Residents to develop capacity and opportunities to engage with a view to increasing satisfaction tenant participation. 



	Main Duties and Responsibilities



Generic Duties:

1. Contribute to the implementation of Enterprise and Housing strategic business plans, to ensure the service is delivered effectively and performance optimised.

2. Comply with legislation and regulations, participate in audit and inspection work and actively support the development of services to meet future legislative and regulatory requirements and changes.  

3. Respond to and review complaints / SPSO enquiries as required

4. Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service and promote a positive and enthusiastic culture based on partnership and team working. 

5. Develop skills and experience by participating in the PRD process and attend training courses as required.  Where responsible for employees, undertake PRDs and ensure employees participation in the PRD process to enable opportunities for learning and development.

6. Ensure that information under your control is collated, processed, held and securely destroyed in accordance with the council’s Data Protection policy and legislative requirements.  
7. Facilitate community capacity and engagement to ensure all members of the community are able to participate and contribute to the design and delivery of public services.
   
8. Participate in project teams following all relevant project management and risk management processes as required.
 
9. Ensure effective utilisation of financial resources and budgets under your control ensuring compliance with the council’s Financial Regulations and Contract Standing Orders.  
 
10. Contribute to and support the work of council committees, sub-committees, partnership groups and working groups, representing the service as required and maintain a good working relationship with councillors, stakeholders and communities.

11. Comply with best practice in the field of adult and child protection through compliance with organisational policy and procedure and national standards and through promotion of the adult and child protection agenda.  

12. Respond to emergency situations within Enterprise and Housing where appropriate and assist with other major incidents within the wider council, in conjunction with Emergency Planning.  

13. Actively promote equality and diversity to ensure all employees of the council are treated fairly and services of the council are accessible to all people in North Lanarkshire.  

14. Undertake such duties and responsibilities as may be required in terms of the Health and Safety Acts and related legislation, e.g. Health and Safety at Work Act, 1974.  

15. Undertake such delegated duties as may be required by the Council and the Chief Officer (Housing & Communities).  


Specific Tasks:

1. Assist with development, implementation and monitoring of the Tenant Participation Strategy, including regular consultation with tenants, customers and wider stakeholders.

2. Contribute to the review, production and implementation of policy, guidance, protocols and commissioned services in relation to Tenant Participation in response to legislative and regulatory requirements.

3. Ensure local tenants and residents are made aware of best practice and new developments in respect of housing, wider community initiatives and legislation.

4. Contribute to the development and production of information for business analysis, budget monitoring, audit, security procedures, performance reporting and research to drive business improvement.  

5. Ensure consistency of service delivery in line with Business Planning including co-ordinating and developing links with other services and agencies involved in community engagement. 

6. Assist the Tenant Participation Manager to lead on training and joint working arrangements to ensure relevant staff have the necessary skills and resources to effectively consult, involve and engage with the community, including those who are hard to reach.

7. Facilitate the development and support of tenants’ organisations to build their capacity and enable them to take part in decision making process through:

· Supporting North Lanarkshire Federation of Tenants and Residents to meet their agreed aims and objectives 
· Assisting to develop and implement an Outreach Programme that will assist groups to identify and prioritise their goals 
· Support new tenants and residents’ groups to develop skills that will build their capacity and assist existing groups to strengthen their independence skills 
· Identify training and development needs of tenants and residents’ groups and contribute to development and delivery of programmes to meet these needs 
· Assist with tenant scrutiny, consultation and engagement opportunities as required 

8. Assist in the development and implementation of the Local Housing Strategy and other strategic priorities in relation to Tenant Participation.

9. Assist in the coordination of the tenant’s satisfaction survey and other methods of obtaining customer feedback regarding the housing service. 

10.  Assist with the service preparations for Scottish Government returns, external evaluations, inspections, accreditations and business frameworks and monitor implementation of action plans arising from inspection / review.

11. Contribute to the development and production of information for benchmarking clubs, driving efficiencies throughout the service.


This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· HND/degree or equivalent qualification in a relevant discipline.
	X
	
	Verification/Application Form

	
	
	
	

	· Professional qualification in Housing or related discipline.
	
	X
	

	
	
	
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Moderate experience in delivery of Tenant Participation or community engagement activities. 
	X
	
	Application Form/Interview

	
	
	
	

	· Experience of production and implementation of policy, guidance, protocols and commissioned services.

	X
	
	

	· Experience in budget monitoring.
	
	X
	

	
· Experience of supervising external consultants/contracts.

· Experience in supporting Tenants or community groups to build their capacity and enable them to take part in decision making process through consultation. 

· Experience in methods of obtaining customer feedback.

· Experience of organising and presenting at events.


	
X



X






X




X
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Ability to manage a variety of service planning and delivery priorities with competing deadlines.
	X
	
	Application Form/Interview

	
	
	
	

	· Excellent verbal, written, interpersonal skills and presentation skills.
	X
	
	

	
	
	
	

	· IT literate.

· Ability to motivate staff.

· Committed to team building.

· Committed to customer care.

· Ability to manage change.

	X

X

X

X

X
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Articulate.

	X
	
	Interview

	· Professional manner.

	X
	
	

	· Able to relate to members of staff and public.

	X
	
	

	· Organised.
	X
	
	

	
· Able to work on own initiative.

· Self motivated.

· Enthusiastic.

	
X


X

X
	
	

	OTHER
	
	
	

	· Driving license

· Ability to travel throughout North Lanarkshire
	

X
	X
	Application Form
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