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Compliance Administration Role  

Reports to:			Compliance Manager

Responsible for - Directly:	None

Total staff managed:		None

Working environment:	 OFFICE/HYBRID-2 days working from home/week.

Working hours: 	full-time 37 hours over a 5-day week Monday to Friday .

Permanent Position.	

Purpose of role 
To provide comprehensive technical and administrative support to the Compliance Team in the delivery of statutory and regulatory property compliance across the Council's housing and corporate property portfolios.
The postholder will support the effective management of compliance programmes relating to mechanical and electrical systems, water hygiene, fire safety, and lift management, ensuring compliance information is accurately recorded, monitored, maintained and reported. The role will play a key part in managing compliance databases, validating contractor information, maintaining audit trails and supporting the Council in meeting its statutory obligations.
A significant element of the role will include the administration and monitoring of Electrical Installation Condition Reports (EICRs), electrical remedial works, certification and associated contractor records, ensuring that all compliance documentation is accurate, complete and readily available for audit and assurance purposes.
Key result areas:
· Provide administrative support to the Compliance Manager in delivering statutory property compliance programmes-water safety, fire safety, asbestos, EICRS, and lift safety.
· Assist with the planning, monitoring and coordination of compliance inspection programmes across housing and corporate assets.
· Maintain accurate records relating to statutory inspections, servicing, testing, certification and remedial works across all work streams.
· Ensure compliance management systems are maintained with accurate and current information.
· Support the production of compliance reports, performance information and Key Performance Indicators (KPIs).
· Monitor compliance actions and assist in ensuring actions are completed within required timescales.
· Maintain document control procedures and support audit requirements. This will eventually be via NEC which is currently under development.
Key outputs for the role 
Electrical Safety Compliance
· Manage and maintain accurate records for all Electrical Installation Condition Reports (EICRs) across the Council's property portfolio.
· Ensure EICR inspection dates, outcomes, recommendations and remediation requirements are accurately recorded within compliance systems.
· Monitor expiry dates and support the programming of future EICR inspections.
· Track outstanding electrical remedial actions and ensure progress is monitored to completion.
· Validate electrical certificates and associated documentation provided by contractors.
· Maintain a comprehensive and auditable record of electrical safety certification and compliance evidence.
· Support the Compliance Officer in producing reports relating to electrical safety and other streams within compliance performance.
· Escalate overdue inspections, certification gaps or outstanding remedial actions where necessary across all work streams.
Main responsibilities
Contractor Management and Data Integrity
· Liaise with external contractors to obtain compliance certificates, reports and supporting documentation.
· Review contractor-submitted data to ensure accuracy, completeness and consistency.
· Identify and resolve discrepancies in compliance records.
· Monitor the quality of contractor-provided compliance information and maintain accurate datasets.
· Ensure all contractor documentation is correctly filed, recorded and retrievable.
Support contractor performance monitoring through accurate reporting and record management-monthly contractor meetings across all work streams. 
Safety Compliance Support
· Support the implementation and monitoring of safe working practices and procedures.
· Assist in the administration of audits and inspections relating to health and safety compliance relating to Housing stock.
· Maintain incident records.
· Contribute to the preparation of regulatory, internal and external compliance reports.
· Assist with the communication of compliance requirements across operational teams.
Reporting and Performance Monitoring
· Assist Compliance Manager to produce regular compliance performance reports.
· Maintain compliance dashboards and performance indicators.
· Monitor inspection completion rates and remedial action performance.
· Support management reporting for senior leadership and governance groups.
· Contribute to identifying compliance risks, trends and areas requiring improvement.
General Responsibilities
· Promote continuous improvement within compliance systems and processes.
· Maintain confidentiality and data protection requirements.
· Work collaboratively across departments and with external stakeholders.
· Attend meetings, inspections and site visits as required.
· Undertake any other reasonable duties commensurate with the grade of the post.
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.
This post is politically restricted under the Local Government and Housing Act 1989 (as amended) and the Local Government Officers (Political Restrictions) Regulations, 1990 (as amended)  


Person Specification
1. Experience/ Knowledge 
Essential
1.1 Experience of working in a busy administrative or compliance environment.
1.2 Experience of maintaining accurate records and databases.
1.3 Experience of monitoring work programmes and performance information.
1.4 Experience of producing reports from electronic management systems.
1.5 Experience of working collaboratively with multiple stakeholders.
1.6 Experience of managing large volumes of technical documentation.
1.7 Knowledge of compliance record keeping and audit requirements.
1.8 Understanding of the importance of statutory compliance within property management.
Desirable 
1 Experience of working within social housing, local government or property services.
2 Experience of compliance management systems.
3 Experience of contractor administration and performance monitoring.
4 Understanding of Electrical Installation Condition Reports (EICRs).
5 Knowledge of property compliance disciplines including electrical, gas, fire, water hygiene and lifting equipment compliance.
Qualifications & Skills 
· Excellent organisational skills.
· Strong data management and record keeping abilities.
· High level of accuracy and attention to detail.
· Strong IT skills, including Microsoft Office, NEC, TMC , concur, and compliance management systems.
· Effective written and verbal communication skills.
· Ability to analyse technical information and identify discrepancies.
· Ability to prioritise workloads and meet deadlines.
· Ability to work independently and as part of a team.
· Strong reporting and information management skills.
· Commitment to continuous improvement.


Essential 
· GCSE English and Mathematics (or equivalent).
· Proficient in Microsoft Office applications.
Desirable
·  Qualification in Business Administration, Housing, Compliance, Property Management or related discipline.
· Compliance, Health & Safety or Property Management related qualification.
· Evidence of continuing professional development.
2. Personal Qualities and Attributes
2.1. Self-awareness
2.2. Openness and honesty
2.3. Personal resilience
2.4. Ability to work under pressure
2.5. Probity and integrity
2.6. Fairness and consistency
2.7. Highly developed political acumen and astuteness
2.8. Ability to challenge self and colleagues constructively and sensitively
2.9 Approachable and collaborative.
3.0 Positive and solution focused.
3.1 Committed to delivering high-quality services.
3.2 Strong customer focus.
3.3 Ability to remain calm and organised under pressure.
The following criteria will be tested at interview stage and does not need to be evidenced in an application form, CV or covering letter

3.0 Agreed Behaviours Framework 
3.1 Putting Great Yarmouth first
3.2 Effective and open communication
3.3 Respecting others
3.4 Working together
3.5 Embracing change
3.6 Taking personal responsibility

4.0 Additional requirements 
4.1 Ability to undertake site/home visits to customers-very rarely.
4.2 Outside working/adverse weather conditions -very rarely.
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