BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

JOB TITLE:
Senior Environmental Health Officer

REPORTS TO:
Private Sector Housing Manager

DEPARTMENT:
Neighbourhoods, Communities & Housing
Purpose of Job

To maintain and improve property conditions in private sector housing by managing a team undertaking a range of environmental health duties and also a personal caseload.

Principal Accountabilities

1. Under the direction of the Private Sector Housing Manager to manage, control and direct staff within the team, monitoring performance and ensuring the satisfactory interpretation and implementation of relevant legislation and policies within the context of a customer-focused service.

2. To assist in the recruitment and development and undertake the appraisal or mentoring of professional and technical staff.  To participate in student and other training as appropriate.

3. To integrate and co-ordinate the team’s activities to ensure that services provided are focused on customer requirements.

4. To contribute to the development and improvement of policies, systems and procedures in relevant areas of responsibility, and to ensure effective management of change within the team.

5. To assist and participate in relevant training and job development programmes.

6. To maintain appropriate standards of performance and conduct within the team, taking appropriate action where necessary, after consultation with the Private Sector Housing Manager.

7. To undertake investigations, inspections, monitoring and appraisal of premises, and environmental conditions, in response to licence applications and  requests for assistance.  To initiate effective and efficient action, using appropriate legislation where necessary, to issue licences or to resolve the service request issues or to make reports or referrals where such resolution is not within the authority of the postholder.

8. To undertake proactive surveys and inspections as part of a programme of work as directed by the Private Sector Housing Manager, including appropriate legal action, recording of risk, other assessments, reports and referrals.

9. To sign and be responsible for the correct service of statutory notices by the team.

10. In conjunction with other members of the team where appropriate, to prepare cases for prosecution.  To take statements, and as necessary to prepare affidavit evidence in appeal cases.  To act as an expert witness with respect to legislation relevant to the case, including at tribunals, higher courts and public enquiries.

11. To work on the implementation of specific projects acting as lead officer and leading the work of Environmental Health Officers and other staff where appropriate.

12. To keep full and accurate records of work undertaken, both manually and with the use of IT systems, and operate all administrative practices and procedures as prescribed.

13. To ensure that customers are kept informed of actions and progress in respect of casework at all significant stages, and to adhere to the Council’s and Departmental Customer Care Policies.

14. To prepare appropriate responses to enquiries from Elected Members, MPs etc.

15. To be an expert resource for the Private Sector Housing Team on relevant and appropriate aspects of environmental health and to that end, maintain an up to date knowledge of relevant legal and technical matters.

16. To represent the department at meetings at officer, member and public level when required, and to network with other agencies, departments or bodies as necessary to ensure that appropriate information is exchanged.

17. To deputise for the Private Sector Housing Manager when required.

18. To adhere to the Council’s and other Departmental Health & Safety Regulations, particularly with regard to agreed codes of practice and safe methods of working.

19. To work within and actively support the Council’s Equalities Policies for both service delivery and employment.

You will be required to undertake such other duties appropriate to the grade and character of the work as may reasonably be required of you.  Therefore, the list of duties in this job description should not be regarded as exclusive or exhaustive.

Your duties will be as set out in this job description but please note that the Council reserves the right to update your job description from time to time, to reflect changes in, or to, your job.  You will be consulted about any proposed changes.  Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

POST TITLE:

Senior Environmental Health Officer 

SECTION:


Housing Strategy

DEPARTMENT:

Neighbourhoods Communities & Housing

	CRITERIA
	ESSENTIAL CRITERIA



	Job Related Knowledge, Skills and Abilities:
	· Knowledge of inspection of all types of accommodation.

· Knowledge of current Housing Act and related legislation

· Knowledge of legal processes and evidential requirements of the civil and criminal courts and ability to conduct and report on formal interviews within this context

· Knowledge of practical problems associated with residential accommodation

· Ability to understand, analyse and report on matters of scientific and technical complexity

· Ability to communicate complex and technical information effectively and clearly to a wide range of people orally and in appropriate written formats

· Ability to develop a network of contacts

· Ability to manage both professional and technical staff

· Ability to organise, promote and educate within the field of private sector housing

· Ability to work with little supervision, plan personal and subordinate work programmes, maintain staff records and monitor actions and outcomes

· Ability to work as part of a multi-disciplinary team committed to tackling private sector housing problems.

Ability to deal successfully with confrontational situations

· Excellent written skills to include clear, concise reports, letters and preparation of statutory notices

· Ability to use ICT for information storage, processing and retrieval.



	Experience:
	· Experience of undertaking inspections, assessing and reporting on conditions and taking formal action in an environmental health context in residential premises.

· Experience of interpreting complex regulations or legislation and communicating that information to individuals or groups



	Education and Qualifications
	· Vocational qualification – Degree or Diploma in Environmental Health

· Certificate of Registration from the Environmental Health Registration Board

· Corporate Membership of the Chartered Institute of Environmental Health



	Equal Opportunities:
	· An excellent understanding of equality issues with the ability and commitment to develop positive initiatives for both service delivery and staff



	Other Requirements:
	· Commitment to providing a fair service, which positively recognises and takes into account the differing needs and experiences of customers
· Physical capability to visit and inspect residential premises
· A full driving licence valid in the UK

· Willingness to work outside normal hours and at weekends in case of emergency




