
	Job Title: Compliance Manager
	Job number: 

	Service Area: Chief Executive’s Office: Assets Team
	Date received: Sept 2018


	Purpose of job – Give one statement explaining the job’s overall objectives

	To manage a team of staff responsible for the delivery of the HRA responsive repair and voids contract, the maintenance, analysis and use of stock condition and other property related data and the management and delivery of contracts and activities that provide a robust compliance framework to ensure the Council is maintaining all its assets in accordance with all relevant statutory and regulatory responsibilities; ensuring that technical advice on compliance and responsive repair issues is provided to internal and external clients; compliance and responsive repair contracts are procured and managed effectively; data is regularly analysed and used to inform the activities of the Assets Team and disseminated to client service areas to allow them to make informed decisions in relation to the assets they own.  

	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	To assist the Asset Manager to deliver the overall operational objectives of the Asset Team; contribute to the strategic development of the service to maximize opportunities for enhanced service provision and delivery; and ensure the delivery of professional , customer focussed, statutorily complaint and high performing services to internal and external customers.
	15

	To effectively manage a diverse team of  staff to:

·   provide a comprehensive compliance regime for all the Council’s asset to ensure that all property related statutory and regulatory duties are discharged

·   manage and administer appropriate and effective contracts for asbestos identification, management or removal, fire detection and fire safety, water treatment and legionella testing, gas and electrical safety and any other regulatory issues across all the Council’s assets.
·   provide technical advice on compliance issues to building managers and ensure that regulatory compliance information is accurately stored, accessed, maintained and disseminated

·   deliver and effective and efficient responsive repair and void service to Housing Services 

·   ensure that data sets are accurately maintained, specify, prepare, collect, maintain and analyse stock condition and other property related data to deliver service and contract improvements and robust and efficient planning of repair, maintenance, cyclical, improvement and specialist works and projects
· Monitor performance and delivery against a range of agreed targets; allocating resources; managing performance and development; recruiting and training and providing advice and guidance as appropriate.
	  30

	To have overall responsibility for:

· the management, monitoring and delivery of improvements to the Asbestos Management Plan, acting as the Council’s Responsible Officer for asbestos;

· the adequacy of the Council’s monitoring and compliance regime for all statutory and regulatory property related responsibilities and duties.

· Reviewing and developing property related compliance policies, procedures and activities in line with current and emerging legislation and best practice

· Developing and reporting appropriate KPIs and management information

· Ensuring all staff within the Assets Team receive and maintain appropriate Health & Safety training

· Maintain robust risk assessments for all property health and safety or regulatory and compliance related issues 
	25

	To assist and/or lead on the preparation and production of Committee or Council reports; the development, maintenance and review of Contract Documentation; the preparation of tender specifications, contract conditions & terms and plans; procurement strategies for compliance or repair work; ensuing compliance with the Public Contracts Regulations and the Council’s Code of Procurement Practice.
	10

	Design, specify, maintain, review and improve contract monitoring, performance and expenditure information; ensure the collection of accurate data to inform decision making, budget setting and contact management and that this is shared with internal and external customers as appropriate.
	10

	Have overall responsibility for the management, maintenance and development of the Council’s asset management system and the delivery of a variety of surveys, including periodic stock condition surveys. 
	10


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.
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	Dimensions – Quote figures which give a picture of the job in any annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work.

	The Council has 50 operational buildings and 140 non-operational ones in addition to a housing stock of 5,483 social or affordable rented homes, 15 shared ownership homes and 601 leasehold properties and the Compliance Managers role is to assist the Asset Manager to ensure they are properly, adequately and safely repaired and maintained and that the Council is meeting all its statutory and regulatory responsibilities.

The Compliance Manager has direct responsibility for the following budgets:

HRA responsive repair budget                c£2.8m per annum
HRA gas servicing budget                      c£600k per annum

HRA electrical budget                            c£600k per annum

Asbestos testing and removal budget     c£300k per annum

Lift repair and maintenance budget        c£125k per annum

Legionella testing                                  c40k per annum

Plus elements of the Housing Investment Programme and Corporate Property Planned Maintenance Programme, e.g. water system improvements c£100k or central heating upgrades c£1.25m per annum

 

	Scope for Impact – Describe in two or three examples the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities.

	The Compliance Manager has a key role in ensuring that the Council is fully compliant with all its statutory and regulatory property related responsibilities across all the Council’s assets. 

The post holder is responsible for ensuring all assets are maintained in accordance with all relevant legislation, e.g. the Gas Safety Regulations, Electrical Safety Regulations, Control of Asbestos Regulations, Corporate Manslaughter & Corporate Homicide Act, the Landlord and Tenant Act and the Housing and Planning Act.  

	This is a management role and the post holder is responsible for ensuring the effective workings of a diverse team, the building and maintaining of effective working relationships and the two-way flow of data and information to other staff within the Assets Team, client service areas, customers and contractors. The team includes a temporary Business Transformation Officer post and it is expected that the post holder will use this resource to ensure that robust procedures, monitoring systems are put in place for the new team and that the migration to electronic recording of data is expedited.  

	The Housing Repairs and Voids contract is a high value contract that impacts on the lives of all the Council’s housing tenants and the manner in which it is managed and the outputs it delivers has a high political profile. 

	Challenges – Describe the most difficult, complex or challenging part of this job and explain why.

	The post holder will need to work closely with the Technical Manager to ensure that their respective teams do not develop silo mentalities, that information and data produced and analysed by the Data Coordinator is shared effectively and on a timely basis and that the most effective solutions for tenants, leaseholders and client departments is achieved through close co-operation between the teams. 


	Additional Information – Use this area to briefly explain any aspects of the job that have not been adequately covered in previous sections.

	This is a new post and there will be an initial focus on bedding in a team of staff that have not previously worked together.

The post holder may be required to deputise for the Asset Manager in their absence, as directed by the Deputy Chief Executive

	Approval

	
Postholder signature

Date:
	
Head of Business Unit or nominee signature

Date:
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	Educated to degree level in Building Surveying or equivalent relevant subject (Architecture, Quantity Surveying) with significant (at least 6 years) post qualification experience and/or qualified membership of either the Royal Institution of Chartered Surveyors (RICS); the Chartered Institute Of Building (CIOB) or any other equivalent professional membership

Up to date appropriate qualification in: 

Asbestos P405 or P406 

Appropriate qualification relating to one or more of the following:

· Legionella management

· Gas safety management

· Electrical safety management

· Fire Risk Assessment

High level of experience of contributing towards formulation, implementation and delivery of investment programmes.

At least 6 years experience of property related compliance management within a large complex organisation 
Experience of managing a team and/or people in a similar environment, able to manage, motivate and develop staff in a logical, controlled and timely manner.

Significant experience of planning, managing and undertaking surveys and data collection projects 

Demonstrable evidence of improving a property related health & safety service.

.
	Previous experience of working in a social housing environment.


	Non Job Specific Qualifications & Experience
	Experience of liaising directly with clients and stakeholders

Experience of managing contractor performance

Experience of planning and managing budgets
Experience of report writing and making recommendations to senior managers


	

	Job Specific Knowledge, Skills & Abilities
	Excellent communication and interpersonal skills

Excellent people and team management skills

Knowledge of decent Homes Standards/HHSRS

Knowledge of RICS guidance across a wide spectrum of building surveying duties

Knowledge of current best practice and legislation in health and safety and all areas of property related compliance and regulatory responsibilities relevant to the housing and construction industry

Excellent problem solving ability

Excellent time management and organisational skills

Knowledge of the Landlord and Tenant Act, the Decent Homes Standards and the Housing Health & Safety Rating System 

Knowledge of building design, construction technology and ability to appraise, design and specify repair solutions


	Practical knowledge on health & safety regulations.
Knowledge of building design and construction technology, planning requirements, building regulations and British standards
Knowledge of current best practice and legislation in repair, maintenance and construction management

Knowledge of building design, construction technology and ability to appraise, design and specify repair solutions

 

	Non Job Specific Knowledge, Skills & Abilities
	Good understanding of and commitment to both quality and equality in service delivery and management

	

	Other Requirements
	Access to appropriate transport when necessary to perform the duties of the post

Occasional attendance at evening meetings
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