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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Technical officer (Surveyor)
	POST NUMBER:  SHSSE133

	REPORTS TO (Job Title):  


	Housing Standards and Adaptations Manager

	DEPARTMENT:   Housing Services

	GRADE: 8

	JE REF:
	1978
	PANEL DATE:
	030409

	1.
	MAIN PURPOSE OF JOB 

To implement the council’s adaptation programme, grants and assistance programme and other work programmes of the Housing Standards and Adaptations (HSA) to ensure residents occupy homes that are healthy, safe and in a suitable habitable condition and which meet their needs.



	2.
	KEY TASKS:



	
	i.
	1. To implement service plans and work programmes to incorporate all functions of HSA and maximises the use of resources.  

	
	ii.
	2. To implement the disability facilities programme within the council’s housing stock and the wider grants and assistance  programme Including: 

a) Respond to requests for adaptations to council homes

b) To inspect and provide technical drawings and specifications written reports on properties and schedules of work. Where necessary provide feasibility reports with sketch plans, schedules of work and estimated costs. 

c) To work closely with other professionals such as occupational therapists, Safer York partnership, Energy Partnership, Building Maintenance, Home Improvement Agency and the  Sub Regional Loans Officer  prior to and during the course of the work. 

d) To carry out all necessary contract duties in accordance with the terms and conditions of contracts including on site supervision and liaison with contractor and attending any necessary progress meetings, 

e) To inspect works in progress or completed work on site and recommend  appropriate payments 

	
	iii.
	3. To maintain records including data input on to computer soft ware 

	
	iv.
	
To deal with customers tactfully and professionally to ensure that problems and complaints are dealt with quickly and remedies found

	
	v.
	4. To advise customers, council officers and Members on complex or technical aspects of policies and their interpretation, providing technical support as necessary.

	
	vi.
	5. To attend contract meetings and  team meetings 

	
	vii.
	6. To promote the work of HSA through the media and public relations functions

	
	viii.
	7. Any other duties as directed by the Manager of the Housing Standards and Adaptations Team that are commensurate with the salary and grade.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE 

No. Reporting - NONE

Direct:                        

Indirect:  :  Occasional provision training and guidance to student environmental health officers and trainee and new qualified occupational therapists

Responsible for contracting staff on site ( variable number)



	4.
	CREATIVITY & INNOVATION

Post holder will work within the parameters of  contracts, the grants and assistance policy  and national legislation to ensure that costs and quality of workmanship will be maintained.  When problems occur the post holder will have to use their knowledge and experience to find appropriate solutions which will not exceed the budgetary constraints.  When dealing with repairs they will have to find the most appropriate method to affect the repair, this may require imaginative solutions and adaptations to available resources.  

Post holder will be involved in the customisation of  plans to meet the specific needs of an individual customers, making changes to allow customers to achieve personal outcomes which are possible within the agreed unit cost.  They may also adjust the work programme to meet specific requests from an individual customer.


	5.
	CONTACTS & RELATIONSHIPS

Internal: 
Surveyors have daily contact with other staff within the council including Occupational Therapists who will seek a professional opinion when a property requires alterations to meet the changed needs of a customer, consulting the surveyor.  

Works in partnership with other agencies to promote interagency working such as Planning and Building Control, Customer Advice Centre, Social Workers and Estate Managers to achieve positive outcomes for the customer partner and the service

External: 
Surveyors have daily contact with customers and their families.  They carry out initial surveys to assess the work, attend the site on a daily basis to ensure that the work is being carried out to specifications and meets quality standards and will survey the work on completion to authorise sign-off.  They will have daily contact with contractors throughout the scheme of works, through site visits and progress meetings, monitoring the standard of work.   The surveyor often has to fulfil the role of mediator between the customers, contractors and suppliers, solving problems and disputes as they arise.  
Works in partnership with other agencies such as the Home Improvement agency and Energy Savings Trust Advice  Centre  to promote interagency working and ensuring that the customer maximises the funding available.

Represent the service in dealings with the above partners where the outcomes to achieve positive outcomes for the partner and/or our service.


	6.
	DECISIONS 

Operational decisions in the field without recourse to advice. Decisions must be taken on the quality of the work undertaken by the contractors; has it met the required standards or will further work be required.  If the work has not met the required standards decisions have to be taken regarding the recharging and how that will be achieved.  Decisions must be taken about the quantities on estimates, are they correct or do they need amending.  Decisions are taken about whether or not work will be required, in the first survey assessments must be made to see if the refurbishment/repair falls within the guidelines or whether or not it should be recharged to the customer as it is not fair wear and tear and therefore is malicious damage.  The surveyor must ensure that the work carried out has met the required specifications under the contract.  They decide if a job has been satisfactorily completed and therefore can be signed off or not.  They have to decide if minor alterations of products/materials are acceptable and if it will have a material effect upon the work.  Any serious problems can be referred to the Project Manager.  All decisions taken must be recorded and stand up to further scrutiny.  The surveyor has a responsibility under Health and Safety for the site safety and they can decide to close down a site if they determine that there has been a breach of safety standards. 

Consequences 
All decisions taken by the post holder must be recorded and open to further scrutiny by customers, contractors, other stakeholders and managers.

The decisions made by the post holder will have an impact on the health & safety and quality of life of individual customers and upon the overall condition of the cities housing stock.

Recommended decisions made by the post holder will have an considerable impact upon the finances 


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value

Description
Value

Mobile                                                                      £100

Damp Meter                                                             £300

Tools                                                                        £60

Nfuse fob                                                                 £150

Safety clothing/equipment (coat, boots, helmet

protective glasses)                                                  £120
Total                                                                       £730



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· Post holder has to work within a programme of works, which is structured with key deadlines which must be met.  Post holder must manage their own workload, arranging appointments and site inspections as required, site inspection times are varied to allow assessment of work practices and standards of quality.  Post holder must remain flexible enough to cope with unexpected work and conflicting priorities, reprioritising workloads and negotiating deadlines as required.   

Physical demands

· Approximately 25% of work is office based and 75% is site based.  When on site, the work can be physical.  Post holder will drive or cycle between the various site locations.

Work conditions

· Mixed working conditions; when in the office normal conditions but when on site, can be exposed to dirty, dusty, noisy and potentially dangerous conditions.  
· Work takes place year round and so will be exposed to all types of weather conditions.
· Working in homes where they have pets can cause problems; dogs in particular can be dangerous, exposure to fleas. 
· Most site work is carried out alone and therefore need to be aware of risks.

· May be required to work outside normal hours.

Work context

· Working on site poses considerable risk of injury either from working at heights, falling objects, cuts from sharp objects or exposure to toxic substances and subsequent contamination.  However, this risk is minimised by following correct procedures and wearing protective clothing.

· Potential risk posed by used needles being disposed on sites.

· Daily there is a risk of physical or verbal abuse from customers who are upset about an issue associated with the work.  Threats are made over the telephone and face to face during site visits.

· The management of conflicts associated with customer expectations and resources available to meet them can be stressful.


	9.


	KNOWLEDGE & SKILLS

Essential Person Specification: Essential Knowledge and Qualifications:
· HNC Building qualification or 5 years equivalent experience in domestic building maintenance and improvements/adaptations
·  Knowledge of local authority decision-making processes.
· To hold a Housing Health and Safety Rating System (HHSRS) competency certificate
· Ability to establish a professional business relationship with contractors and suppliers
· Experience of working in a supervisory role in the building or a related industry.
· Ability to communicate effectively with customers, colleagues and external agencies 
· Commitment to customer care
· Knowledge of achieving value for money from works of the type covered by the post.
· Knowledge of building defects identification and repair specification.
· Ability to work on own initiative and as part of a team within the whole organisation.
· Willingness to undertake training provided externally or internally to increase knowledge and understanding within the current role.
Person Specification: Skills and Experience:
The post-holder will have

· An ability to understand the importance of an integrated approach to private housing and adaptations 

· Experience in time management and work prioritisation in order to meet deadlines

· An ability to understand and resolve complex technical issues including understanding terms and conditions within construction contracts 

· Experience of construction legislation and contract law

· Experience of drawing office skills to sketch plan standards

· Excellent interpersonal skills and a proven ability to operate within a multi disciplinary environment

· High standards of written and oral communication with an ability to present complex reports to Members, the public and media in a clear and concise way.

· A commitment to deliver high quality customer orientated services 

· Experience of successful partnership work with colleagues from other statutory, independent and voluntary agencies working in social care, housing and health.

· Commitment to and awareness of health and safety and equal opportunities for staff and customers..
· Skills in office based use of IT, and the ability to apply innovative IT solutions in operational management

Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.
 

	10.
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