EAST STAFFORDSHIRE BOROUGH COUNCIL

JOB DESCRIPTION

JOB TITLE:
HOUSING ADAPTATIONS OFFICER- Maternity Cover
GRADE:
GRADE 5
ALLOWANCES
CAR NECESSITY SCHEME
REFERENCE CODE:
EV0703
SECTION:
ENVIRONMENTAL HEALTH
RESPONSIBLE TO:
ENVIRONMENTAL HEALTH MANAGER
PURPOSE OF JOB:
To provide a high quality, customer centred service for home owners, housing association tenants, private tenants and licensees who are seeking a Disabled Facilities Grant to enable them or a disabled member of their household to adapt their home and/or provide disabled facilities in order to improve access and independence. 

To provide professional support and advice for the take-up of Disabled Facilities Grants, encouraging an innovative, outcome focused multi agency approach to ensure that all available options are fully explored. 

Protecting and improving the health, 
safety and well-being of residents within the Borough

Carry out the duties in a competent and professional manner in accordance with the codes of professional conduct of East Staffordshire Borough Council and any relevant professional body. 

 DUTIES AND RESPONSIBILITIES:
1. To provide a high quality, customer centred adaptations service for people who are seeking a Disabled Facilities Grant to enable them or a disabled member of their household to adapt their home and/or provide disabled facilities.
2. Actively promote the take-up of Disabled Facilities Grants, ensuring that all enquiries are dealt with in an efficient and timely manner and that all grant awards and payments comply fully with the Council’s policies, procedures and financial regulations.
3. To work collaboratively and proactively with Occupational Therapists, Approved Contractors, Building Control and Planning to ensure that all of the works that are funded by a Disabled Facilities Grant are ‘necessary and appropriate’ and ‘reasonable and practicable’. 
4. Facilitate the translation of Occupational Therapy recommendations into the design of appropriate adaptations schemes (supported by detailed schedules of work) on which the contractors’ quotations, the grant award and any unforeseen works will be based. 

5. To monitor and manage the progress of each Disabled Facilities Grant enquiry, ensuring that all performance targets are met or exceeded and that all grant applications are determined and administered in an efficient and timely manner, in line with good practice and in accordance with the Council’s financial regulations and statutory duties.
6. To assist disabled customers living in private sector housing to secure a move to alternative accommodation where appropriate, in conjunction with a range of housing providers and support agencies. 
7. Ensure that, for each grant application, the applicant is eligible, the cost of the works is reasonable, an accurate means test is completed (if needed) to determine the size of any financial contribution, and the applicant is able to access the advice and support that they need if they want to proceed with the works but are unable to meet their assessed contribution from their own resources.
8. Establish, before Disabled Facilities Grants are approved, that the quotations submitted by the contractors are reasonable and offer value for money and that they itemise all of the elements of the work included in the schedule of work.
9. Provide effective and proactive case management, and act as a problem solver and progress chaser as appropriate, in order to achieve high levels of customer satisfaction and ensure that all grant applications are submitted and assessed as quickly as possible and that any delays are avoided or minimised.
10. Consult with the Environmental Health Manager on complex, contentious or problematic cases in order to assist decision making and ensure that the appropriate action is taken to achieve the desired outcome and resolve or mitigate any problems.
11. Ensure the accurate collection and analysis of data and information in order to assist performance monitoring, inform decision-making and ensure efficient and effective case management.

12. Develop and maintain close working relations with other services and partners (including Planning, Building Control, Staffordshire County Council Childrens and Adults Services, Trent and Dove, RSLs and local advice and support providers) in order to raise awareness of the Home Adaptations Service, facilitate the flow of information, encourage joint working and co-operation, achieve the prompt resolution of complex problems, and ensure that, even where an input is required from a number of teams, service delivery is well co-ordinated and the service user is kept fully informed of developments.
13. Maintain awareness of other associated grants or funding such as energy saving grants and charity funding.
14. Maintain a good understanding and awareness of policies and procedures for safeguarding children, vulnerable adults and people affected by domestic violence, and alert Children’s Services and/or Adult Social Care where it is suspected that a child or vulnerable adult might be being abused, neglected or harmed, or that a child is residing with a perpetrator of domestic violence.
15. Ensure that an accurate, comprehensive record is kept of all interviews, visits, meetings, telephone calls and follow-up action (and that files are maintained to a high standard) in accordance with the Council’s policies and procedures and in order to assist monitoring, decision-making and effective case management.
16. Create and maintain accurate records (using manual and computer systems) on all aspects of the service to ensure compliance with agreed reporting arrangements and provide Management with the information it requires to monitor performance and service standards in accordance with Council policy and current legislation.
17. To provide prompt and courteous responses to complaints and other enquiries and ensure all relevant information is recorded, via the computer database system, to aid performance management monitoring. 
18. To contribute to the delivery of relevant objectives outlined in the Environmental Health Service Plan with a view to improving the health, safety and well-being of consumers, residents and workers within the Borough at work, at home and at leisure. 
19. To support the work of the wider Environmental Health Team through participation in a wide range of other enforcement related matters. 
20. To interpret new and existing legislation using professional judgement, and to determine appropriate courses of action when non compliance with legislation or risks to public health are identified.  Actions will range from the provision of advice, guidance and written reports, the service of a variety of legal notices, arranging remedial work or works in default, to the preparation of reports for legal proceedings.

21. To be responsible for, and have the discretion to initiate investigations to detect and rectify serious breaches of a wide range of legislation.  To interview witnesses, take statements, collect, prepare and collate evidence correctly, thoroughly, professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures to prepare prosecution reports and to act as a witness in Court on behalf of the Council.

22. To make applications to the Magistrate’s Court for warrants, supervise their execution and gain entry to premises, and/or examine confidential records in the exercise of enforcement powers.

23. To produce accurate and timely correspondence, records, files and data, including the use of IT and the production of technical reports to ensure the delivery of quality assured highly focused customer service. 
24. Assist in the preparation of business / service plans and policies and procedures for the Service

25. To develop and deliver educational packages, guidance, training courses and presentations to members of the public, businesses, schools, universities, colleges and other bodies in specialist areas of environmental health, through the provision of public displays, lectures, seminars, campaigns, advisory visits and the production of leaflets, to raise awareness to the risks to public health and to bring about improvements to the environment and public safety.

26. To carry out special projects or other similar duties as may be assigned by the Environmental Health Team Leader.

27. To work, as required, outside normal office hours to meet the requirements of the job.
28. To work collaboratively with representatives of external bodies to improve and promote public health and local environmental quality and to detect and deal with any offences.
29. To promote a caring, helpful and unbiased attitude to service delivery for all clients and maintain an impeccable standard of honesty in all such dealings.
30. To undertake any other duties and training commensurate with the position as directed by the Environmental Health Manager or Head of Service.
PERSON SPECIFICATION: HOUSING ADAPTATIONS OFFICER
	REQUIREMENTS AS DESCRIBED IN THE EMPLOYMENT AND EQUAL OPPORTUNITIES POLICY
	ESSENTIAL FOR THE
POST
	DESIRABLE FOR THE POST

	EXPERIENCE
	Relevant work experience in a customer focused environment. 

Experience of working with vulnerable clients, including people with disabilities, older people and families with children.
Experience of maintaining comprehensive records and files, both paper based and computer based
	Practical experience of giving specialist and technical advice, guidance and assistance to others within the subject matter of Disabled Facilities Grants and an ability to interact effectively with the public, local communities, local stakeholders other agencies and public bodies, difficult people and situations.

Experience of translating occupational therapists’ recommendations into schemes of work that meet the needs of disabled people, are reasonable and practicable and provide value for money.


	QUALIFICATIONS
	GCSE Grade C or equivalent in Maths and English, or equivalent 
	

	TRAINING
	Training in the use of means tests and associated procedures

	Safeguarding training 

	SPECIAL KNOWLEDGE
	Knowledge and understanding of applicable law and practice

Knowledge of good practice and guidance in relation to the provision of Disabled Facilities Grants.
Must be able to demonstrate an ability to manage cases and ensure works are progressing, liaising with contractors and stakeholders on a regular basis, recognising personal limits and when to ask for assistance and support.
Working knowledge of Microsoft Office products, particularly: Word, Excel, PowerPoint, Outlook, Internet Explorer
	

	PERSONAL CIRCUMSTANCES
	Flexible and willing to work outside normal office hours as required.

Current and valid driving licence. Use of car.
	

	DISPOSITION AND ATTITUDE
	
Committed 

Excellent verbal and written communication skills to ensure consistent and clear advice is delivered to vulnerable applicants and their advocates 

Able and willing to take 

responsibility 

Self motivated to work both autonomously and as part of a team

Ability to work and deliver 

under pressure 

Calm under pressure

Commitment to customer service


	Ability to research subjects and collate information.

	PRACTICAL/INTELLECTUAL
	Track record of analytical, problem-solving and decision-making skills.

Ability to organise and prioritise work to achieve own workloads and meet targets in the service plan and effectively manage several projects and tasks.

Good negotiation and conflict management skills
Imaginative/innovative 
	


