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Job Description and Employee Specification 

Senior Estate Officer
Enterprise & Communities


	Service:  
 
	Enterprise & Communities 

	Division: 
	Housing & Communities
 

	Job Title: 
	Senior Estate Officer 
 

	Responsible to: 
	Housing Co-ordinator 
 

	Grade 
	NLC7 
 

	Conditions of Service 
	SJC 
 

	Date of last review: 
	 
 

	Job Outline 
 
The Senior Estate Officer reports directly to the Housing Co-ordinator and is responsible for assisting with service provision in relation to estate services, temporary homeless accommodation and tower and concierge services within a locality. 
 
A key role will be to supervise a team of Estate Officers, maintain staff rotas and ensure adequate cover to sustain services to tenants and residents and respond to emergency situations as required. 
 

	Main Duties and Responsibilities 
 
Generic Duties: 
 
1. Contribute to the effective service delivery of Enterprise and Communities and represent the service as required maintaining good working relationships with councillors, stakeholders and communities.   
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. 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.   
 
4. Develop skills and experience by participating in the PRD process and attend training courses as required.  Where responsible for employees, ensure their participation in the PRD process and create opportunities for learning and development. 
 
5. 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.  
 
6. Ensure effective utilisation of financial resources and budgets under your control ensuring compliance with the council’s Financial Regulations and Standing Orders.    
 
7. 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.   
 
8. 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.   
 
9. Respond to emergency situations within Enterprise and Communities as required.  
 
10. 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.   
 
11. Undertake such delegated duties as may be required by the Council and the Chief Officer (Housing & Communities).   
 
Specific Tasks:  
 
Concierge and Tower Services 
 
1. Responsible for ensuring the towers/concierge areas are clean, tidy and well maintained by the Estate Officers, undertaking inspection of these areas as required. 
 
2. Ensure the security of concierge areas and towers is maintained by the Estate Officers and act upon any reports of a breach of security by residents or public in these areas. 
 
3. Ensure Closed Circuit Television (CCTV) is monitored by Estate Officers and maximise links with NLC CCTV to provide an enhanced security service to residents and the community. 
 
4. Responsible to the Housing Co-ordinator for the maintenance of communal services within the multi-storey blocks, responding to any reports of faults or damages and organising repairs and remedial action as required. 
 
5. Assist the Housing Co-ordinator with void management by promotion of housing in the area and ensuring the towers are presented as safe and attractive communities. 
 
Dispersed Homeless Accommodation 
 
6. Assist the Accommodation Officer in managing and ensuring all temporary accommodation is available in accordance with the Council’s statutory duties on a daily basis. 
 
7. Ensure dispersed and unit-based temporary homeless accommodation is cleaned and maintained to a high standard by Estate Officers and ensure a quick turnaround of accommodation through efficient delegation of resources. 
 
8. Assist the Accommodation Officer and the Housing Co-ordinator to reduce rent loss by controlling voids and ensure that maximum use is made of all temporary accommodation in the area. 
 
Estate Services 
 
9. Maintain accurate and updated information with regard to housing estates within a geographical area. 
 
10. Initiate any remedial action concerning Estate Service issues, including referral to the Housing Co-ordinator, liaise with other services or agencies and take appropriate action where required. 
 
11. Contribute to local Initiatives and contribute to the development of Area Office Initiatives. 
 
12. Assist with the implementation of the Garden Assistance Scheme and Close Cleaning Scheme in accordance with Council policy. 
 
13. Assist in the investigation of cases of anti-social behaviour, participating in the preparation of cases relating to anti-social behaviour where required. 
 
14. Contribute to Community Safety Framework including liaison with and representation at meetings with community safety partners. Collate information and provide reports relating to Community Safety. 
 
15. Act as a point of contact between members of the public, tenants, tenants and residents groups, council services and other agencies. 
 
16. Promote the activities of the council in the community, encouraging tenant involvement/participation, including attending meetings as required. 
 
17. Liaise with Environmental Services in regard to Cleansing and Open Space Maintenance to ensure adequate follow up of issues reported by residents, Councillors, Housing Officers and other estate-based staff. 
 
This post may include an element of driving, and as such you may be required to pass the Council’s driving test and undertake the following driving tasks;  
 
18. Driving Council vehicle for the removal of dumped items to the Civic Amenity site and delivery of cleaning materials and fittings etc. 
 
19. Ensuring transport provided is maintained in accordance with schedules, fuel and other necessary maintenance. 
 
 
 
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 
	 
	 
	 

	· SVQ3/HNC or equivalent level qualification in a relevant discipline (housing, security or health and safety) 
· Security management qualification. 
· Customer Care training. 
· Health and Safety training. 
 
	X 
	 
 
 
 
 
X 

X 
X 
	Verification/Application Form/Interview 

	WORK EXPERIENCE 
	 
	 
	 

	· Extended period of work experience in a housing or security management environment  
· Supervisory experience 
· Experience of dealing with the public. 
 
	X 
	 
 
 
 
X 
 
X 
	Application Form/Interview 

	KNOWLEDGE/SKILL/ABILITY 
	 
	 
	 

	· Report writing skills 
· Excellent communicator
· Good organisational skills 
· Proactive approach
· Commitment to tenant participation
· Knowledge of CCTV systems
· Knowledge of cleaning machines and cleaning agents
 
	X 
X 
X 
X 
X 
	 
 
 
 
 
 
 
X 
X 
	Application Form/Interview 

	PERSONAL QUALITIES/ATTRIBUTES 
	 
	 
	 

	· Self motivated 
· Enthusiastic 
· Professional approach 
· Team leader 
· Ability to work to tight deadlines 
 
	X 
X 
X 
X 
X 
	 
	Application Form/Interview 

	OTHER 
	 
	 
	 

	· Driving licence 
· Disclosure Level 1
	 
X
	X 
	Application Form/Interview 




		[image: ]

image1.jpeg
D2 disability
B confident

LEADER





image2.jpeg
EQUALLY SAFE AT

WORK





image3.jpeg
BUSINESS The Prince’s
INTHE

i Responsible
Business Network





image4.jpeg
NORTH
LANARKSHIRE
COUNCIL

o
- ——




image5.jpg




