
	Job Title: Compliance Administrator
	Job number: 

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


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

	To undertake a range of Contract Administration duties in respect of the Council’s Asbestos testing & removal contracts ensure that the Council’s statutory and regulatory responsibilities as landlord and service provider are upheld in line with current and pending legislation.

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

	To oversee the management and administration of the Council’s Asbestos contracts, ensuring that correct contractual procedures and practices are followed in order to maintain contractual and fiscal control, including:

· The preparation, negotiation, agreement, processing and audit of valuations, interim applications for payment and final accounts

· The review and maintenance of key contractual documentation e.g. risk registers, programmes of work and certification.

· The review and management of contractor performance ensuring Key Performance Indicators are accurately measured to enhance service delivery.

· Maintaining records to ensure that a clear, auditable record of actions and payments is maintained.

· The organisation and effective conduct of progress and performance meetings and the production of meeting minutes.
	40

	To provide a point of contact for clients and customers in relation to the Council’s Asbestos Register, queries regarding the presence or removal of asbestos at any of the Council’s homes or corporate assets, considering and processing work requests and enquiries, instructing contractors as appropriate and/or providing clear an accurate information to clients and customers to achieve a successful conclusion to each request.
	20

	To be responsible for accurate recording of all information relating to asbestos within any of the Council’s homes or corporate assets, ensuring a comprehensive Asbestos Register is maintained and the information within it made available to staff, contractors and customers on a timely and appropriate basis, including the co-ordination of training for staff and contractors to ensure they can safely interpret the information and are fully aware of the implications of asbestos containing materials within the Council’s assets.
	20

	To provide management and stock condition information relating to the Asbestos Register to the Data Co-ordinator and/or Compliance Manager to enable accurate records to be maintained and data analysed to inform service improvements; analyse and interpret contract information and data; work with colleagues and clients to use the information to make recommendations and plans to better organise and deliver timely, effective programmes of asbestos removal and asbestos testing and management. 
	10

	To assist in the procurement of contracts, including the preparation of contract documents, the evaluation of tenders and the mobilisation of successfully procured contracts.
	5

	To identify, appraise and implement opportunities for service development, including new technologies or improved business processes which enhance service delivery and secure business continuity while recognising service interdependencies and ensuring that services are aligned with service area priorities and wider corporate objectives.     
	5


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.


	   To be added when Final Proposals agreed



	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.

	To be added

	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.

	By undertaking a range of Contract Administration duties and responsibilities for the Council’s Asbestos contracts the role assists the Council to maintain and improve its Housing and Corporate property portfolios, working within the framework of best value and the Council’s own financial constraints; to ensure that the Council’s responsibilities and duties as landlord and service provider are upheld in line with current and pending legislation relating to the Council’s properties.

	The role is critical to ensuring that the Council maintains an appropriate Asbestos Register of asbestos containing materials within Council homes or corporate properties; that this is fully accessible to staff and contractors and that those using it are adequately trained on accessing and interpreting the data it holds.

	The role contributes to the overall management of the business of the organisation; ensuring the delivery of value for money, customer focussed, compliant services; managing the performance of and payments to contractors; providing contract administration reports covering budget, programme and quality assurances to enable managers to understand current and future challenges and potential solutions and take corrective/preventative actions.

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

	To carry out programmed, statutory and contractual obligations within the financial constraints and timescales imposed with the minimum of disturbance to the customer. 

To contribute to the development and continued review and improvement of the systems and processes that supports the efficient delivery of services.
To meet challenges which may arise where tenants, leaseholders or building occupiers need to be made aware of the presence and/or need for the removal of asbestos containing materials, an emotive subject that needs to be handled sensitively and effectively.  


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

	Job Specific Qualifications & Experience
	Educated to degree level or equivalent e.g. HND/HNC in a relevant subject or significant experience of contract administration in the building maintenance/construction industry

Experience of planning and managing budgets

Experience of managing contractor performance
	

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

Experience of managing budgets

Experience of managing building contractor performance

Excellent time management and organisational skills

Certified Asbestos Awareness Training


	 A relevant health and safety qualification, e.g. NEBOSH/IOSH certification

Specialist qualifications including the following or other relevant equivalents: 

P402 Surveying and Sampling Strategies for Asbestos in Buildings;

P405 Managing Asbestos in Buildings


	Job Specific Knowledge, Skills & Abilities
	Knowledge of general health and safety legislation relevant to the construction industry.

Knowledge of the Control of Asbestos Regulations 2012

Ability to demonstrate strong communication and interpersonal skills and display a confident manner

Excellent problem solving ability

Confident in the use of windows based ICT systems including Microsoft Excel 

Excellent communication and negotiation skills

Excellent time management and organisational skills

Commitment to training and personal/professional development
	Ability to demonstrate knowledge of typical contractual mechanisms and industry legislation e.g. the Housing Grants, Construction and Regeneration Act

Knowledge of housing repair standards and legislation e.g. Right to Repair, Decent Homes Standard/HHSRS



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

	Other Requirements
	A driving licence, or access to appropriate transport
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