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Fire Safety Officer 

Reports to			Compliance Manager

Responsible for: Directly	1 officer

Total staff managed		1 officer

Working environment		Office based. Travel locally/regionally as required to carry out function

Purpose of role

· Support the delivery of the Council’s priority objectives as expressed through the Asset Management Strategy.
· Promote the values and principles of the Council in the delivery of services and engagement with our local communities. 
· Contribute to the development of the Compliance and Asset Management services. 
· Take management responsibility for allocated service area.
· Work collaboratively across the organisation to deliver services. 
· Act as a role model for staff to support the organisation’s continuous improvement and values and embed this within the culture of the organisation.
· Identify, assess and develop opportunities for income streams and improved service delivery models.
· Ensure services are based on an understanding of customer demand and designed to meet customer needs.
Key result areas:
Corporate responsibilities
· Understand the Asset Management Strategy priorities and values and contribute to the delivery of these in the provision of high-quality services to Social Landlord Tenants.
· Work across the Social Landlord Service to achieve goals and contribute to the delivery of the Council’s Fire Safety  Requirements
· Have responsibility for the management and development of the service area and the staff that deliver Fire Safety services.
· Contribute to the development of policy and strategies across the compliance service. 
· Within an agreed corporate framework to be accountable for maintaining robust performance and risk management systems in respect of your service area.
· Collect and maintain systems to enable production of relevant and up to date key performance indicators (KPI’s), local performance indicators and activity/demand data.
· Assist in completion of statutory returns to Government and/or Government Agencies.
· Effectively deploy the Council’s staff, financial and asset resources in the delivery of services for which the post-holder has management responsibility ensuring that the team structures support this and are utilized to the maximum effect.
· Ensure service area managed complies with the relevant statutory legislation.
· Seek to continually improve operational and personal performance and that of staff. 
· Actively encourage, motivate and support others to meet their objectives.
· Assist with the preparation of a business continuity plan for Compliance and participate in the Councils emergency planning and response to situations as required.
· Contribute to the council’s web strategy and ensure that all web content for those services for which you have responsibility is up-to-date and accurate.
· Ensure that services comply with health and safety legislation and Council policies. 
· Actively promote equal opportunities and value diversity as both an employer and as a direct service provider, fostering a culture of fairness, equality and respect.
· Prepare reports for the Asset Manager/Housing Director.
· Investigating complaints, MP enquiries and freedom of information requests.

Operational responsibilities (managing/developing)
· Delivery of a comprehensive, highly customer-focused Fire safety service to Social Landlord Service tenants, leaseholders.
· Review and authorise appropriate works requests from Housing Officers to ensure PCFRA’s / PEEPs are kept up to date
· Ensure the council is represented at court hearings to obtain access to complete Fire Safety works where property access has not been possible through defined council processes 
· Maintain up-to-date knowledge of legislation, Government initiatives and best practice around Compliance Practices, ensuring these are implemented promptly and effectively within the team.
· Liaise with Strategic Housing to agree or refuse to accept properties onto NEC, properties without a “full relevant compliance” support documents will not be approved for let until fully compliant and added to compliance service contracts. 
· [bookmark: _Hlk11162713]Liaise with the Estate Services Manager over issues concerning compliance requirements in blocks / communal areas.
· Ensure that all necessary tasks are undertaken in the event of a team member being absent from work and covering other managers as required.
· Report on and manage compliance streams where non-compliance is identified, identify remedials and timescales to resolve the issue. 
· Attend case conferences involving a range of partners to deal with a range of issues involving Compliance management.
· Responsible for health and safety matters in respect of the work of the service, its officers and Council tenant and corporate stock and work ordered by officers or the section but undertaken by contractors.
· Systems administrator for relevant systems within area of responsibility. 
· Develop and maintain service protocols and procedures as necessary across the service.
· Order and coordinate work with contractors as required by the service.
· Carry out the annual review of services charges applied for Fire safety and make recommendations for varying the charge.
· Advise, guide and support on complex compliance case management  
· Participate in County and Regional forums appropriate to the service.
· [bookmark: _Hlk11230369][bookmark: _Hlk11163567]Act as an ambassador for GYBC, promoting the organisation in a positive manner supporting the delivery of resident engagement, identifying; recruiting and working with Area Voices.

Responsible for the following functions
All fire safety for both Social Landlord Service.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.


	

Person specification
	[image: ]


	Compliance Team Manager

	Experience/
Knowledge
	Exercise discretion, judgement and confidentiality when dealing with service users and officers at every level across the Council.
Possess an understanding of the relevance of strong governance, financial and performance regimes.
Partnership working with external organisations across the public, private, voluntary sectors.
Knowledge of the challenges facing local government and the wider public sector.
Evidence of leading/managing staff using performance management and development processes, encouraging employee contribution, objective setting, feedback, and performance/career development planning.
Up to date knowledge of legislation, government initiative and best practice around tenancy management and support.
Safeguarding issues in respect of vulnerable adults and children.
Health and care system and how it relates to the services you deliver.
Managing & delivering services at middle management level.
Proven ability to provide balanced advice and guidance on a range of issues in a pressurised environment. 
Researching and interpreting complex issues for example consultation documents, legislation, writing reports and preparing briefings for audiences including, Heads of Service and Management Team.
Ability to demonstrate a commitment to customer care and motivating others to do the same.

	

	

Qualifications
	Educated to A-level standard plus two years relevant work experience or extensive and relevant work experience without relevant qualifications.
Required 
Previous experience of managing Fire Safety 
IFE Diploma in Fire Engineering Science 
NEBOSH Health and Safety at Work 
National Fire Risk Assessor – Tier 3/ Advanced.
Evidence of CPD.
Desirable 
Relevant management qualification

	

	Competencies
	Clarity of thought and ability to process complex information. 
Ability to communicate across a range of levels of understanding to summarise and convey complex messages and provide clear advice on issue.
Influencing, persuading and negotiating skills.
Partnership and consensus building abilities.
Ability to lead and inspire others to contribute towards achieving organisational success through team building and collaborative working.
Demonstrable ability to undertake effective service development and transformation which delivers the most cost effective and efficient services for the Council
Ability to model appropriate behaviours that encourage a culture of empowerment, initiative and transparency across the Council
Ability to motivate and develop others and empower staff, communities and partners towards a common vision, often in challenging circumstances
Able to develop improved ways of working, balancing a pragmatic approach with creativity and innovation to respond to demand from service users capability of achieving targets under pressure and against tight deadlines
Demonstrates good listening skills and is able to respond to diverse needs of others
Excellent organisational skills, with the ability to prioritise work to meet statutory and local deadlines, and ensuring attention to detail and accuracy
Excellent IT skills, including Excel, Word, PowerPoint and financial information systems
Excellent interpersonal skills along with the ability to work colleagues at all levels in a consistent, courteous and sensitive way

	

	
Personal Qualities and Attributes
	Self-awareness
Openness and honesty and integrity
Personal resilience
Fairness and consistency
Developed political awareness
Ability to challenge self and colleagues constructively and sensitively
Flexibility and enthusiasm to adapt and develop new ideas and initiatives

	

	Behaviours
	Effective communication
Working together                                             [image: C:\Users\gwells\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Artboard 20@2x-100.jpg]
Taking personal responsibility
Putting Great Yarmouth first
Respecting others
People focused
•	Embracing change

	Personal
Circumstances
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