Job Description and Person Specification


	[bookmark: _Hlk183434838] 
Private Sector Housing Business Support Officer 



 
	Service Area:  Private Sector Housing - Regulatory Services
 

	Reports to:   
Private Sector Housing (PSH) Operations Manager  
PSH Compliance Manager 


	Salary scale: NCC Band 2

	Responsible for: N/A



Purpose of the job 

1. Business and administrative support for Private Sector Housing functions to allow for an effective and efficient delivery of statutory services, for all end users.  

2. Houses in Multiple Occupation (HMOs) Licensing administration processes and provision of high-quality customer service to applicants and their representatives, ensuring they receive correct advice and guidance in accordance with all relevant licensing regulation and procedures.

Principal responsibilities 

1. To manage the Private Sector Housing generic mailbox, respond to new enquiries, allocate and record new service requests on the database and give advice verbally from incoming phone calls. 
2. Support Private Sector Housing Officers with drafting and issuing out standardised letters.
3. Advise potential licensing applicants on the correct application process for Houses in Multiple applications, processed by the unit via telephone, email, postal forms. 
4. To check and process applications for Licences in accordance with current procedures.
5. To administer the consultation process for applications to include assimilation of all information and corresponding with relevant agencies and representatives.
6. Interrogation of internal and external databases to support the maintenance of correct record keeping and document verifications, including accurate records for fees billing and supplier payments.
7. Maintaining accurate records on the licensing database/register.
8. Utilising online system(s) for electronic applications and fees.
9. Production and issue of Licences to prescribed timescales.
10. To provide excellent customer service when liaising with the public, the police, fire officers and other responsible authorities /regulatory bodies.
11. Checking correct licensing fees are paid and receipted accurately.
12. Accurate file maintenance and record keeping while being sensitive to the requirements of the Data Protection Act and the Freedom of Information Act
13. Production and issue of any reports of data needed by any of the Private Sector Housing Managers.  
14. Supporting the maintenance of accurate and current application forms, guidance, information and notices on the unit’s website pages.
15. To keep abreast of relevant changes to legislation and associated guidance.
16. Assist with other Private Sector Housing team members, as and when required dependent on service needs, with issues such as energy enquiries and general administration of the wider service.  
17. Support to continuous improvement of the service.


General responsibilities applicable to all jobs


1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Undertake learning and development as agreed in probationary reviews, personal development reviews or any such framework in order to meet corporate, service and individual targets. The post-holder must be prepared to gain, additional relevant technical qualifications as the demands of the service may require and will be expected to have a professional approach to the furtherance of his/her knowledge in all areas of the Council’s work and to promote personal and professional development.
4. Act as a service representative on relevant working groups, as directed by the PSH manager. 
5. Ensure that feedback from customers is relayed to a PSH manager. 
6. Ensure that the website and intranet are kept up to date by providing information to content editors. 
7. Ensure that newsworthy events and achievements within the postholder’s remit are brought to the attention of the manager. 
8. The post holder must be willing to travel, must hold a valid, current UK driving licence and provide their own car.
9. This job description is not intended to be inclusive nor exhaustive. The Council reserves the right to vary the duties within the responsibility of the grade of the post and the post-holder’s qualifications and experience in the light of changed circumstances. The post-holder will be required to adapt him/herself to changing situations and be prepared to keep abreast of all new developments affecting his/her duties.
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Person Specification


	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training

	Educated to GCSE standard Grade C or above (or equivalent) in Maths and English, or equivalent experience.
Minimum of 5 GCSEs.

Experience in an administration/customer service environment and in dealing with enquiries and communicating with the public.

	Administration qualification.
Licensing administration experience.
Familiar with licensing legislation.

Qualifications or training in customer care or customer service/NVQ Level 2 Business Administration/RSA II or equivalent. 

	Experience and Knowledge
	Excellent communication skills.

Excellent organisational skills.

Ability to work to tight deadlines.

Computer literate in the use of Microsoft Windows applications and the Internet.

Database experience.

Excellent Customer Service skills.

Attention to detail.

Ability to handle difficult situations.

Ability to follow written procedures and processes

	




	Ability and Skills
	Able to analyse technical and financial information and make sound judgements
Able to problem solve and develop appropriate solutions 
Able to work as part of a multi-disciplinary team and manage/prioritise own workload
Ability to work to tight deadlines and be flexible in work approaches. 

Demonstrate excellent communication skills level of written and oral communication and IT user skill. 

Ability to develop and maintain good working relationships with a wide range of customers, stakeholders, and partners.


	

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.

	

	Additional factors
	Demonstrate an understanding of the safe working practices that apply to this role. 
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