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Job Description and Employee Specification 

Technical Officer
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Housing & Communities - 
Housing Property Services


	Job Title:
	Technical Officer


	Responsible to:
	Service Delivery Manager


	Grade
	NLC7/9


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

Reporting to the Service Delivery Co-ordinator, the Technical Officer will maintain and improve all council housing stock including multi-storey towers, sheltered housing complexes and dispersed temporary accommodation.


	Main Duties and Responsibilities

1.	Contribute to the implementation of Enterprise and Communities 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 and Communities).


Specific Tasks:	

1. Responsible for site monitoring and inspection of multi-trade building maintenance and improvement works to multi-tenure housing properties.  Housing properties include occupied premises by council tenants, owners and homeless clients and vacant properties, including void properties, empty houses and properties damaged by flood, fire and vandalism.

2. Accurately cost, allocate and instruct works as necessary and prepare reports, surveys and compile specification of works where requested using mobile information technology (IT).

3. Apply and support the use of mobile technologies across all pre and post inspection activity and in the specification and instruction of all related works, surveys and communications.

4. Responsible for liaison and co-ordination with contractors, contract administration staff, council property tenants, clients and others involved in the construction process.

5. On a daily basis, supervise the work being carried out by Contractors on all Capital and Revenue Programmes.

6. Responsible for ensuring the quality of the works is in accordance with good practice, specifications, drawings where appropriate, and reporting on such matters. Highlight any anomalies or omissions within specifications and the Schedule of Rates.

7. Verify all contractors’ invoices as appropriate, checking pricing and description of work carried out.  Ensure any additional work, variations and works completions claimed by Contractors are accurate and, where appropriate, inspected prior to authorisation.  

8. Responsible for monitoring of all related contractors and subcontractors in relation to completion of said works within agreed financial and production timescales.

9. Responsible for consulting with tenants at all stages of their tenancies, offering advice on technical issues to prospective tenants, consulting with tenants prior to and during maintenance programmes and procedural changes and assist Housing operational officers in carrying out pre-termination visits, ensuring all tenants’ responsibility repairs are highlighted and appropriate action taken for these to be completed. 

10. Communicate with owner occupiers through site visits and correspondence in relation to management of common and essential repairs and related financial discussions re: payment and engagement.

11. Process applications for alterations, improvements, adaptations and feu superior’s consent, ensuring they are dealt with in accordance with Council policy and liaising with all relevant agencies and parties.

12. Undertake technical cyclical inspection in relation to common areas / fire safety / asbestos / water quality / gas safety / electrical safety & all related repair requirements.

13. Responsible for assessing householders’ eligibility for all types of insulation projects by carrying out surveys and assessing type and extent of work to be carried out.

14. Evaluate householders’ eligibility for grant aid for insulation works under Energy Efficiency Schemes.

15. Assist in the development and achievement of Energy Scheme targets,  initiatives and deadlines.  Provide energy advice and assistance to householders to reduce energy wastage and make their homes more energy efficient.

16. Carry out domestic energy audits using prescribed NHER/EPC methods.

17. Undertake Scottish Housing Quality Standard surveys and manage all related work outputs through to completion across contractors and sub-contractors.

18. Assist in the investigation and processing of all third party insurance claims.

19. Liaise with the customer contact centre repairs process where required.

20. Provide reasonable emergency cover and assistance outwith normal working hours.


Additional Duties and Responsibilities to progress to NLC9 salary scale:

Postholders should attain the HNC in Construction Services/CIH Level 4 – Housing Maintenance Management/ Time served tradesperson evidenced by trade qualifications or equivalent in a relevant discipline prior to undertaking these additional duties.

21. Responsible for communicating with owner occupiers; advising on essential repairs and maintenance work required to their properties, ensuring occupiers agree to financing essential works, negotiating payment plans if required and dealing with owners who default on agreed payment for essential works.

22. Undertake audit and the collection/correlation of information on the performance of contractors/contracts. Liaise with contractors to ensure the effective and timely completion of works in accordance with agreed service standards. 

23. Responsible for ensuring relevant areas and properties are identified for cyclical maintenance programmes such as the painterwork programme and assist the Service Delivery Co-ordinator to manage and deliver these maintenance programmes.

24. Assist in the development of the repairs function, contributing to new working practices and identifying improvements to ensure service delivery is efficient and exceeds customer expectations.

25. Manage customer complaints and elected member enquiries across Housing stock (verbal / home visits / inspections / written and verbal communications) across work types.


26. Specification and coordination of minor works programmes in relation to re-roofing, major refurbishment etc, for domestic stock.

27. Manage budgetary priorities and constraints across associated work programmes.

28. Co-ordinate related team electronic diary activity to maximise efficiencies in relation to works completions, turn around timescales and customer satisfaction outcomes.

29. Assist the Service Delivery Co-ordinator to identify householders in fuel poverty and arrange for additional support to be provided.

30. Arrange publicity/delivery of training/information regarding fuel poverty and how to identify possible measure to alleviate causes and symptoms.

31. Undertake inspections of completed energy works and assist the Service Delivery Co-ordinator to monitor the energy programme and ensure compliance with legislation. 

32. Monitor and control invoicing and payment for related energy efficiently improvement works. 

33. Responsible for maintaining and controlling surveying equipment used in energy programmes and keeping records of equipment used. 


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 in relevant discipline or a relevant apprenticeship that is equivalent to HNC/SVQ level 3
	X
	
	Verification of Qualifications/Application Form/Interview

	· HNC in Construction Services/CIH Level 4 – Housing Maintenance Management/Time served tradesperson evidenced by trade qualifications or equivalent in a relevant discipline to progress to NLC9
	X
	
	Verification of Qualifications/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· A Building trade background or moderate experience within the building repairs industry and experience in computerised work generation and inspection systems
	X
	
	Application Form/Interview

	· Extended period of experience working in a repairs and maintenance environment to progress to NLC9
	X
	
	Application Form/Interview

	· Experience in a housing- related environment
	
	X
	

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good Communication skills
	X
	
	

	· Able to work to deadlines
	X
	
	

	· Ability to work independently using remote technology
	X
	
	Application Form/Interview 

	· Knowledge of Microsoft office
	
	X
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Professional Manner
	X
	
	Application Form/Interview

	
	
	
	Interview

	· Enthusiastic 
	X
	
	Interview

	· Ability to work on own initiative 
	X
	
	interview

	· Self-motivated
· Flexible approach

	X
X
	
	Interview
Interview

	OTHER
	

	
	

	· Ability to travel throughout North Lanarkshire
· Level 1 Disclosure Scotland (application will be processed by the Council for successful candidates and must be attained prior to commencing employment)
	

X
	X
	Interview
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