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	JOB DESCRIPTION


	1. JOB DETAILS

	JOB TITLE
	Housing Register Project and Compliance Officer

	REPORTS TO
	SARTH Partnership

	DIRECT REPORTS
	None

	TEAM
	Neighbourhood Services

	LOCATION
	Across Conwy, Denbighshire and Flintshire 

	SALARY DETAILS
	Up to £28,292  Fixed Term Contract 31/03/2021


	2. PURPOSE 

	The role will ensure operational compliance of the common housing register policy across all partners of SARTH.  To lead on any projects or policy changes on behalf of all partners. 

To ensure consistency and provide support to all operational users of the partnership.  To feed and link in with Housing Strategy Teams and support operational and Steering Group. 




	3. DIMENSIONS Scale & Diversity

	Liaise on a daily basis with 9 Partners within SARTH Partnership.
Provide SARTH training to approximately 200 professionals.

Covering and working with approximately 45 frontline staff to ensure compliance when allocating properties across Denbighshire, Conwy and Flintshire.


	4. MAIN ACCOUNTABILITIES 

	· To ensure performance reports are produced half yearly for each County.
· To regularly check operational compliance with random sample of application and allocations and liaise with Housing Strategy Team. To provide support on this to all partners.

· To lead on appeals and exclusion panel on cases including summarising cases and reason for decision and recommendation of how to proceed.

· To lead in the delivery of training and ongoing mentoring for frontline staff directly linked with SARTH.

· To  run reports as and when required  and ensure consistency across the three counties with reports 
· To run workshops / briefings where necessary alongside host representatives for MPs and Members and other professionals such as Social Services. 
· To feed and link in any issues or policy changes from operational panel to steering group. 

· To work with Strategy Teams to arrange Steering Group Meetings and communication is fed back to frontline users.

· To lead and facilitate on changes including training to staff

· Lead on any managing   any issues that may arise from SARTH Operational Panel Meetings
· To lead on Equalities Impacts on the policy and in capturing equalities information.
· To ensure the policy continues to fit within wider strategic objectives, national policy and any amended code of guidance.


	5. CORPORATE ACCOUNTABILITIES 

	To actively support the overall delivery of Cartrefi Conwy’s objectives to provide an excellent, innovative and truly customer focused service.

To contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy, to, promote and maintain a positive attitude and image at all times.

To positively promote Cartrefi Conwy’s values; constructively challenging traditional ways of working, contrary behaviour or comments.

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.

To ensure compliance with Cartrefi Conwy’s Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Assembly Government Regulation.

To support the development, review and implementation of policies and procedures, in particular of: 

· Health, safety and welfare initiatives

· The associations principles on Equality and Diversity

· Risk management initiatives

· Performance management practices

To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

To work collaboratively in cross functional working groups where required.


	6. WORK CONTEXT (environment, type of equipment)

	The post is office based with regular travel to SARTH member sites across North Wales.
The regular use of ICT systems and technology is a requirement of the post.


	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	The post holder is expected to operate within agreed policies and procedures. The post holder has operational autonomy to manage their own time, reporting to the SARTH operational leads on a monthly basis.
Decisions on expenditure will be referred to the appropriate operational lead within SARTH and Steering group.

Decisions on policy changes will be completed in operational group and reported to Steering Group.


	8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)

	INTERNAL
	Regular contact will be required between the post holder and the whole of The SARTH Partnership
The IT departments for each Partner will be key internal contacts

The Housing Project Register teams across SARTH will require regular contact.

	EXTERNAL
	Regular communication will be required between the post holder and Local Authorities, Social Services, local members/councillors and any other organisations of people involved directly or indirectly with the Housing Register.


	9. AREAS OF COMPLEXITY (what provides most stretch)

	The nature of this post is varied and complex with a requirement of the post holder to think operationally and strategically under the direction of the SARTH Partnership


	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
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	Person Specification 

Housing Register Project and Compliance Officer


	ACADEMIC / PROFESSIONAL QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	
	
	

	KNOWLEDGE & EXPERIENCE
	
	

	Experience of working with statistical data and producing analytical reports, including sourcing data to assist with the continuing development of the Housing Register
	E
	Application / Interview

	Experience of successful implementation of improvements against action plans to defined deadlines
	E
	Application / Interview

	Experience of writing, reviewing or communicating policy, including assessing impact, recommending or responding to policy changes
	D
	Application / Interview

	Experience of working in a customer focussed environment
	E
	Application / Interview

	Knowledge of Housing Register policies and procedures
	E
	Application / Interview

	Experience of working in Social Housing
	HD
	Application / Interview

	
	
	

	SKILLS
	
	

	Ability to present information in a way that is easy to understand and relevant to the audience
	E
	Application / Interview

	Well Developed interpersonal skills; negotiating & influencing
	E
	Application / Interview

	Ability to collate and effectively interpret information and make reasoned recommendations to support decisions
	E
	Application / Interview

	Ability to work under pressure to tight timescales and be able to organise tasks effectively
	E
	Application / Interview

	Microsoft Office; Word, Excel, PowerPoint, Outlook (Intermediate Level)
	E
	Ability Test

	Experience using Housing Management Systems e.g. Open Housing
	E
	Application

	CARTREFI CONWY VALUES
	
	

	Committed to Quality
	Essential
	Interview

	Respectful
	Essential
	Interview

	Doing the Right Thing
	Essential
	Interview


Cartrefi Conwy are committed to Equality and Diversity in our activities
* Where disability precludes, this will be reviewed with candidates at interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement. 
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