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Job Description
	Post Title
	Housing Services Technical Officer
	Grade
	Scale 6

	Post No
	0404
	Other Payments
	Essential car user

	Directorate
	Development Services 
	Hours of work
	Part time or Full time. 

Minimum 30 hours per week if part time. 

	Team
	Housing               
	Contract Period
	Permanent

	Responsible to
	Housing Enforcement Manager
	Supervisory
Responsibility for
	N/A

	

	Job Purpose

	· To participate in the inspection, enforcement, investigation and administration of private sector housing matters falling within the responsibility of the Housing Services Section under the Housing Act 2004 and Renters Rights Act 2025.
· To manage the Invest to Save scheme to assist clients into private sector accommodation and to ensure the budget is appropriately allocated and receiving funds back where appropriate. 
· To demonstrate a professional and positive manner at all times and champion the success of the Housing Service and the wider authority.


	Responsibilities and Duties

	· To undertake the inspection of dwellings, including non-licensable houses in multiple occupation, and Invest to Save applications in relation to housing conditions and having regard to the Housing Act 2004, the Housing Health and Safety Rating System (HHSRS), Renters Rights Act 2025 and other relevant legislation.

· To carry out a range of duties appropriate to the section, including investigation and resolution of service requests in relation to private sector housing matters 

· To prepare reports, schedules and letters based on the results of inspections carried out in accordance with statutory and internal guidance in order to achieve compliance with relevant legislation.
· To provide advice and information in accordance with statutory and internal guidance in order to promote compliance with relevant legislation.
· To monitor the progress of works in relation to enforcement actions and to report on compliance or otherwise with the requirements of the service.
· To support and undertake the service of enforcement notices in line with the Housing Act 2004 

· Responsible for delivering functions under the Renters’ Rights Act and related housing legislation, including monitoring compliance, investigating breaches, and taking appropriate enforcement action to ensure landlords meet their legal obligations.

· To support and undertake the service of civil penalty notices in line with the Renters’ Rights Act, ensuring procedural compliance, accurate documentation, and adherence to corporate and statutory enforcement frameworks.

· To maintain accurate records of the Help to Rent scheme and administer the Invest to Save budget and processing payments. 
· To maintain and update information systems, including those which are computer based, prepare correspondence and carry out other administrative duties relevant to the Service.

· To develop, design and publish the housing section pages of the web site ensuring that all information is accurate, reliable, timely and appropriate.
· To acquire and maintain an up-to-date knowledge of relevant housing legislation

· To acquire and maintain an up-to-date knowledge and operational understanding of relevant computer systems

· To assist with the development and implementation of housing services initiatives as required.

· Maintain and collate statistical information relevant to the Service for annual returns, performance indicators and the Service Plan.

· Contribute to service delivery and development through achievement of performance targets identified in the service plan, performance review and team meeting processes.

· To represent the Service at meetings with external agencies and the public as required. 

· To effectively deal with customer enquiries/complaints 

· To undertake such other duties commensurate with the grading and responsibility of the post as may be necessary for the efficient and effective operation of the Service.

· To undertake personal training and development in accordance with service requirements as identified through appraisal and in accordance with professional requirements.

· Promote equality of opportunity and valuing diversity within the service.

· To support, champion and enhance the competencies and behaviours in the Housing Services Team that are consistent with the culture at Fylde Council.

· To ensure that the Housing Services Team works effectively with partner organisations in the local community and across the region.

· To ensure that the Housing Services Team remains an integral part of the ‘one council, one team’ approach at Fylde working effectively with all other service areas.




	Prepared By: Kirstine Riding
	Date: May 2026


	


	POST TITLE: Housing Services Technical Officer

	

	DIRECTORATE: Development Services

POST NO: 0404


	COMPETENCIES 

(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS

· Treats employees as customers

· Puts the customer first and values the customer in everything they do

· Is professional, polite and friendly at all times

· Appreciates the customer is the only reason there is a job

· Challenges whether the existing ways of doing things meet customer need
	Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas

· Accepts and provides constructive challenge

· Is an effective team player

· Demonstrates the ability to learn from others

· Focuses on solutions rather than problems

· Works with others to deliver great performance
	Application form / interview

	EFFECTIVE COMMINCATION 
· Clearly explains the reasons for decisions made

· Open, honest and transparent in all communications

· Champions success at every opportunity

· Demonstrates the ability to listen and understand

· Never ‘bad mouths’ the organisation

· Contributes to feedback and engagement at work
	Application form / interview

	PRIDE & INTERGRITY
· Demonstrates enthusiasm and personal commitment

· Takes pride in working for Fylde Council

· Enjoys the work they do in their chosen career

· Has respect for others at all times

· Appreciates and values the opinion, interests and views of others

· Always represents Fylde in a positive manner
	Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable

· Leads by example and always displays a positive attitude

· Motivates, encourages and supports others to achieve their best

· Has a strong focus on doing what is best for the organisation

· Manages change as part of the ‘day job’

· Makes creative suggestions about how to do things better
	Application form / interview


	QUALIFICATIONS
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	· Good general level of education with the ability to demonstrate appropriate levels of workplace literacy and numeracy competence.

· An understanding of information technology systems including (as a minimum) the use of e-mail, internet and basic software such as word, excel.

· B Tech in Housing studies, NVQ level 3 or relevant equivalent in a relevant subject
· Minimum of three years experience in housing 
	
Essential 

Essential

              Essential
Essential
	Application form/interview
Application form/interview

Application form/certificate
Application form/interview



	SKILLS / KNOWLEDGE / EXPERIENCE
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	· Able to demonstrate a good knowledge and understanding of the technical duties of the post

· Experience of successfully working with diverse teams across an organisation

· Experience in dealing with and investigating customer enquiries and complaints at all levels

· Able to demonstrate satisfactory preparation of correspondence and reports etc. with the minimum of supervision

· Capable of dealing with the public and representatives of the private sector organisations with tact and with firmness as required

· Experience of working to targets and deadlines

· Knowledge and understanding of the legal issues governing the procedures for the investigation and prosecution of offences including Police and Criminal Evidence Acts, Criminal procedures and Investigations Act and the Regulation of Investigatory Procedures Act.

	Essential
Essential

Essential

Essential

Essential



Desirable
Desirable

	Application form/interview
Application form/interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/interview

Application form/interview




	Other Requirements 
Essential

· The ability to demonstrate a positive and constructive attitude
· Possession of a current driving licence

· Must be prepared to work outside normal office hours when required

Desirable

· Membership of an appropriate professional body



	DATED: May 2026
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