


WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job Title:		Housing Development Officer		
Pay Grade:		W3 - W4	
Team:			Housing Services
Function:		Strategic Housing and Development	
Responsible to:	Strategic Housing and Development Manager

Key Area:

PEOPLE - A Healthy, Inclusive and Engaged Community
We will improve the health and wellbeing of our community, by:
· working with partners to raise personal health standards with particular focus on housing, mental health, alcohol, obesity and smoking;
· encouraging through a clear dialogue with those who are able, to take responsibility and self serve, while helping, with partner organisations (including the Voluntary, Community and Faith Sector), those less able; and
· promoting recreational opportunities for all sections of the community.

Job Purpose:

To enable and maximise the delivery of affordable housing and act as the key link between Housing and Planning services in relation to affordable housing delivery.

To deliver new build housing projects, managing projects from design to occupation, including overseeing on site activities and acting as Housing’s conduit to the construction process.

To build and maintain partnerships with developers, Thameswey Housing Limited (the Council’s housing company), Registered Providers, Homes England and health and social care partners to support the delivery of new affordable housing.

To assist in the timely and accurate production of housing delivery and performance statistics for the Government and other bodies.

To identify possible sources of funding to facilitate new affordable housing developments and projects and coordinate bids for external funding when necessary.


Main Tasks:

1. To project manage affordable housing developments for the Council and act as the Council’s Housing representative during construction projects, attending sites to monitor ongoing process as well as compliance with all regulations and grant funding conditions.

2. To monitor ongoing projects, anticipating any issues or delays that could arise and devising appropriate mitigating actions.

3. To put in place strong project management governance, including securing project approvals and maintaining this through the life of the project.

4. To negotiate on behalf of the Council with the development industry to maximise the delivery of affordable housing and other specialist housing across the Borough, including in relation to S106 legal agreements.

5. To provide Development Management and legal colleagues with detailed technical and site specific guidance on all operational affordable housing issues arising from planning enquiries, applications and approvals (pre and post construction); thereby leading to the effective implementation of local and national policy objectives.

6. To identify and support implementation of innovative solutions to meeting housing need. This could include investigating other ways of adding to the stock of affordable housing such as Intermediate rent and affordable home ownership schemes are targeted at those who are economically active on low to moderate incomes. 

7. To review development viability information and engage with the Council’s appointed independent consultant in order to negotiate financial contributions for affordable housing and related viability issues.

8. To provide technical input into the development and implementation of planning and housing policies, including the preparation of appropriate evidence base studies.

9. To provide all affordable housing needs and homelessness information as necessary in response to the council’s planning function including S.106 scoping requests to ensure new delivery meets the Council’s affordable housing policies and identified affordable housing needs.

10. To monitor and manage adherence by property owners as necessary to S106 responsibilities in respect of affordable housing delivery and compliance to, nominations and affordable home ownership provisions.

11. To foster productive dialogue and partnerships with housing providers, Thameswey Housing, Homes England, partner agencies, developers and Council colleagues to maximise new affordable housing delivery and ensure new affordable housing delivery meets identified needs.

12. To ensure that service delivery complies with current regulations, accepted professional standards, the council's policies and procedures and appropriate legislation (including legislation on data protection, equalities, health and safety and safeguarding children and vulnerable adults)’. 

13. To represent the Council at public inquiries and hearings where required as the Council’s technical lead on affordable housing.

14. To develop and maintain a detailed database of affordable housing schemes and monitor scheme by scheme and year by year progress against strategic targets within the Council’s Local Plan and housing strategies, keeping relevant partners and colleagues informed and updated on progress as required.

15. To provide technical reports and evidence-based analysis of affordable housing delivery and the need for new affordable housing provision as necessary.

16. To provide appropriate and site specific advice to relevant partners to optimise proposals for new affordable housing delivery by mix, tenure, type and affordability in order to meet identified affordable housing needs.

17. To explore and continually evaluate emerging and changing funding models and products for affordable housing and disseminate expert knowledge to colleagues as necessary.

18. To develop and co-ordinate bid submissions and other development opportunities and liaise with a number of agencies, organisations and Government bodies to maximise resources for affordable or supported housing.

19. To be aware of changes to legislation, regulation, national policy and good practice in affordable housing delivery, analyse their impact and prepare responses to government and other consultation papers and prepare reports as required. 

20. To provide data or complete statistical returns as required on affordable housing delivery.

21. To prepare reports for the Council’s Committees and Boards, and respond to Member and MP queries that relate to affordable housing delivery.

22. To ensure compliance with the Council’s Equality and Diversity policy.

23. To contribute effectively to the work of the Strategic Housing and Development team and project teams (as appropriate for the role).

24. To actively contribute to service delivery, support colleagues and put forward ideas for service improvements. 

25. To undertake any other duties as may reasonably be required at a level appropriate to the post.





PERSON SPECIFICATION

Job Title:  Housing Development Officer
	
	Criteria
	Standard
	E/D
	Measure

	Education & 	training
	· Educated to degree standard or qualification in housing related field.
· Member of the Chartered Institute of Housing.
	E

D
	App form

App form

	Experience
	· Experience of housing policy, strategy, enabling and research.
· Negotiation of Section 106 Agreements
· Experience of managing development projects
· Proven experience of meeting targets.
· Experience of partnership working with Registered Providers, statutory agencies, voluntary and private sector.
· Performance monitoring and production of statistics
· Experience of affordable housing development.
· Experience of working with developers.

	E

E

E

E

E



E

D

D

	App form / Int

App form / Int

App form / Int

App form / Int

App form / Int


App form / Int

App form / Int

App form / Int



	Special Skills
	· Strong project management skills
· Ability to produce clear, concise reports and procedure notes.  
· Ability to manage a varied workload and prioritise and achieve targets.
· An understanding of wider housing issues.
· Ability to develop and maintain positive relationships within the Council and with outside partners/agencies.
· IT skills and use of Microsoft Office Systems.
· Negotiating skills.
· Working knowledge of current and emerging planning and housing legislation.
· Knowledge of affordable housing funding
	E
E

E

E

E



E

E

D


D
	App form / Int
App form / Int

App form / Int

App form / Int

App form / Int



App form / Test
Int

Int


App Form/Int

	Personality 
	· Proactive and professional approach. 
· Self reliance and an ability to work along within given guidelines. 
· Self-motivated.
· Committed to completing tasks and delivering targets.
· Good communicator with strong inter-personal skills.
· Flexible attitude.
· Ability to work under pressure.
	E

E

E
E

E

E
E
	Int

Int

Int
Int

Int

Int
Int

	Special 	Requirements
	· Willing to attend external meetings.
· Willing to attend occasional evening meetings.
· Driving licence.
	E
E

E
	Int
Int

App form



Key:
E/D = Essential / Desirable
App = Application form
Int – Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service check: Not required 
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Woking Borough Council Role Map

Job Title: Housing Development Officer

Team: Strategic Housing and Development

Function: Housing Services

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	2

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).
	Job Title
	Team + grade
	Duties/responsibilities with reference to behaviours
	Probable Qualifications
	Indicative Experience
	Behaviours from role map

	
	
	
	
	




	SofF
	LourP
	DforourC
	MCH
	Tand PW
	CO
	PM

	Housing Development Officer
	Strategic Housing and Development W3
	· Meet behaviour targets for the role as set out in role map.
· Ability to perform areas of responsibility set out in the job profile and Person Specification.

	Educated to degree standard or qualification in housing related field
	At least 2 years relevant experience 
	2
	2
	2
	2
	2
	2
	1

	[bookmark: _GoBack]Housing Development Officer
	Strategic Housing and Development W4
	As Above plus:

· Detailed knowledge of affordable housing delivery and funding streams
· Able to effectively handle the most complex affordable housing negotiations with minimal supervision.
· Proven track record of delivering affordable housing targets and projects
· Representing the Council on multi-agency groups
· Actively contributing to service delivery, supporting colleagues and putting forward ideas for service improvements. 
· Initiating innovative solutions and/or funding streams to deliver new affordable housing.

	Educated to degree standard or qualification in housing related field 

AND 

CIH professional qualification / membership or equivalent training
	At least 4 years relevant experience in a housing options role 
	2
	2
	3
	3
	2
	2
	1
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