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JOB DESCRIPTION

	POST:	
	Property Services Officer (Compliance)

	SALARY SCALE:	
	EVH Grade 7 (PA 22 – 25)


	ACCOUNTABLE TO (AND LINE MANAGED BY):
	Director of Property Services

	LINE MANAGEMENT RESPONSIBILITY FOR:
	1 Property Services Assistant

	DEPARTMENT:
	Property Services


	
PURPOSE OF THE POST:
	

	· Responsible for effective delivery of the Association’s compliance programmes to the Association’s tenants, sharing owners and owners of factored property;
· To help ensure that the Association's properties are maintained to the highest standard possible through regular monitoring, contract management and investment that deliver value for money, high quality and high customer satisfaction;
· Provide technical advice and assistance to other members of the Property and Housing Services departments;
· To contribute to achieving the targets and performance measures set for the Association, the Property Services department and the post;
· To contribute to establishing, operating and reviewing the Policies and Procedures of the Association that are relevant to the delivery of Property Services, particularly compliance management, safety and monitoring;
· To promote resident participation and community involvement.



For the knowledge, education, qualifications and experience required for this post please refer to the attached Person Specification

1.0 PARTICULAR DUTIES AND RESPONSIBILITIES

1.1 Provision of a Quality Service

· Responsible for the provision of an excellent customer service to tenants, former tenants, sharing and factored owners, or others who receive services from Ochil View;
· Promote good customer relationships and encourage customer feedback in all aspects of the service.

1.2 General

· Provide advice and guidance to the Property Services Assistant in relation to points of uncertainty, including enquiries about all areas of compliance;
· [bookmark: _Hlk157088780]Be responsible for 121 meetings, annual appraisals, and performance management, including investigation and disciplinary processes, where required, for the Property Services Assistant (Compliance).

1.3 Compliance

· [bookmark: _Hlk158711082]Procure, monitor and report on progress of the Association’s contracts relating to legionella, asbestos management, gas servicing and maintenance, electrical periodic inspections, fire safety, emergency light testing, PAT testing and lift servicing / maintenance, ensuring that checks are carried out in line with the Association’s statutory requirements and all policies and procedures.
· Procure, monitor and report on Quality Assurance contracts/programmes and ensure these are undertaken in line with the Association’s procedures
· As required, arrange legionella risk assessments of the Association’s stock, and co-ordinate any remedial works and / or additional monitoring and testing as highlighted from monthly, quarterly and annual legionella monitoring checks or risk assessments.
· Maintain the Association’s records on all compliance areas, including the asbestos register.
· [bookmark: _Hlk158711014]Co-ordinate any remedial works identified during gas servicing or electrical periodic inspections and maintain the Association’s records on all testing, servicing and repairs.
· Monitor and report on progress of the Association’s checks on reports of damp / mould and ensure that these are undertaken in line with the Association’s procedures.
· Ensure checks are done annually on any properties with known asbestos and maintain records of these checks.
· Ensure fire risk assessments are undertaken in line with best practice and any legal requirements. Co-ordinate any remedial works identified during assessments and maintain the Association’s records on same.
· Ensuring certification is readily available for the renewal of HMO Licence applications.
· Prepare monthly and quarterly performance reports on key compliance areas to the Director of Property Services and / or Chief Executive.
· Liaise with internal auditors regarding all property compliance matters and implement any agreed recommendations.
· In line with the Association’s strategy, deliver Community Benefits / Initiatives through working with contractors, suppliers or other groups to obtain and progress all opportunities. Liaise with the Tenant Engagement & Communications Officer to take these to completion.

1.4 Invoicing

· [bookmark: _Hlk157094458]Ensuring that invoices are processed timeously and in line with the Association’s Financial procedures;
· Checking invoices and processing post inspections for all works over £1000 in accordance with the Association’s procedure. Querying invoices with contractors where mistakes are made or when invoice appears to be too high.

1.5 Recharges

· Monitoring and processing of recharges;
· Answering queries on rechargeable repairs from tenants, former tenants, factored owners, sharing owners or other relevant staff. 

1.6 Complaints

· Monitor complaints records from the Property Services Assistant (Compliance) and ensure these are dealt with appropriately and in line with the Complaints Handling Procedures;
· Prepare Stage 2 Complaint responses for approval by the Director of Property Services.
· Administer complaints in line with the Association’s Complaints Handling Procedure.

1.7 Other Duties

As required by the Director of Property Services or by the Chief Executive:

· Calculate and report on Key Performance Indicators for areas of responsibility
· Ensure appropriate and effective contract and supplier management is in place for contracts in the areas of responsibility in accordance with the Association’s Corporate Procurement Policy and other policies and procedures
· Attend training courses/seminars as required by the Director of Property Services or Chief Executive;
· To keep up to date with legislation, "good practice" and new developments relevant to the Department;
· Carry out any other tasks as reasonably required;
· Uphold the Association's Equality and Human Rights Policy and Investors in People status.

	
May 2025


Signed …………………………………………… (Employee)		Date …………………

Signed …………………………………………… (Line Manager)	Date …………………

Signed …………………………………………… (Head of Service)	Date …………………
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