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JOB DESCRIPTION

	Post Title: Support and Technical Officer
	

	Grade and Salary Scale: G – I SCP 12 – 22 (depending on experience)

	

	Directorate and Service: Adult Social Care and Health, Prevention, Provider and Support Services


	

	Responsible to: Technical and Development Officer 
	


Purpose of the Post:
To assist older people, people with disability and vulnerable families, with the organisation of major and minor repairs or adaptations so they can remain in their homes in reasonable security and comfort. 
Duties and Responsibilities:
1. Commensurate with experience, to undertake assessments for feasibility of works, with creative thinking, to resolve issues of adaptations and disrepair. This is to include the design and delivery of complex adaptations and extensions from inception to successful completion ensuring compliance with legislation, statutory bodies and external agencies whilst adhering to associated funding routes. 

2. To have a working knowledge of the Housing, Construction and Regeneration Act 1996 and its application to Disabled Facilities Grants (DFG) and other housing related assistance packages and provide related advice and guidance. 

3. To manage and maintain a varied caseload providing timely delivery of schemes whilst ensuring delivery and financial targets are achieved. 

4. Supervise work on site through to practical completion, making valuations for interim payments, agreeing additional work (where appropriate) and assess and certify final accounts. Ensure work is carried out on time, to budget and in accordance with schedule of work. 
5. To design adaptations in line with Occupational Therapy recommendations ensuring compliance to all good practice guides, building regulations, planning etc. Prepare auto-cad designs and schedules/ tender documents for recommended works. 

6. To carry out surveys of properties using the Housing, Health and Safety Rating System (HHSRS) and to prepare schedules of work/tender documents for disrepair and in alignment to policy. 

7. Assist with the monitoring and management of the ‘Select List of Contractors’ and any framework agreements in place. To ensure that contractors, and their associated sub-contractors carry out works on site efficiently and follow agreed compliance policy, maintain high service standards and to resolve disputes where necessary. 

8.  To co-ordinate agreed works on site and maintain close working relationships with households, contractors and relevant Health & Social Care professionals. 
9. To carry out completion inspections, check costs and ensure remedial works are carried out when necessary. This includes the management of variations to schemes and cost variances in accordance to procedures. 

10. To assist with complaints, comments and compliments relating to the work of the officers, contractors or the Agency as a whole. 
11. Maintain accurate records on all allocated cases on various council systems and that files are updated for others. 

12. Respect the confidentiality of information received about clients, disclosing information in line with the Agency’s Data Protection policy. 

13. Keep up to date with current practices, developments, regulations and legislation, including that of Health and Safety, necessary for the effective performance of the duties of this post. 

14. To support the Technical and Development Officer in delivering a wide range service improvements and the development of new services as required. 

15. Being aware of other Agency roles actively promote the Agency wherever possible and to assist in the promotion of exhibitions or other publicity events arranged to promote the availability of services to clients. 
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.

· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.

· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.

· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.

PERSON SPECIFICATION

For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion marked as Essential/Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
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PERSON SPECIFICATION 

	MIDDLESBROUGH VALUES
	Essential

X
	Desirable

X

	Being passionate about working for Middlesbrough Council with a commitment to meeting our values 
	X
	

	QUALIFICATIONS
	
	

	1. Trade qualification or HNC/HND in building construction or equivalent qualification or relevant experience. 
	X 
	

	KNOWLEDGE & EXPERIENCE
	
	

	2. Experience of property inspection and identification of defects to HHSRS or equivalent standards. 
	X 
	

	3. Ability to read and interpret building plans along with preparation and checking schedules of work. 
	X 
	

	4. Working knowledge of the Housing, Construction and Regeneration Act 1996. 
	
	X 

	5. Excellent numeracy skills and communication skills both written and verbal. 
	X 
	

	6. Experience of designing and delivering schemes of adaptations in line with Occupational Therapist recommendations. 
	X 
	

	7. Experience of designing and delivering adaptations for disabled people including the development of multi-facetted, larger scale schemes and extensions from feasibility to practical completion. To include Planning and Local Authority Building Control advice plus a wider understanding of Party Wall Act, Utility Company, Highways and Specialist equipment providers. 
	
	X 

	8. Ability to deal with difficult situations. 

	X 
	

	9. Experience of using computer-aided design software. 

	X 
	

	10. Understanding of importance of and commitment to confidentiality. 
	X 
	

	11. Commitment to providing a client focused service. 

	X 
	

	12. Flexible, co-operative approach to work. 


	X 
	

	13. Knowledge of Home Improvement Agency services. 


	
	X 

	14. Experience of using Microsoft Office programs including Word, Excel, and Outlook. 
	X 
	

	15. Excellent knowledge of tender preparation and evaluation, including schedules of work, drawings, specialist reports, tender analysis and evaluation. 
	
	X 

	16. Working knowledge of Construction (Design and Management) Regulations 2015, Asbestos and Health and Safety Regulations. 
	
	X 
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