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Housing Renewal Team 
Job Description 

 

Job Title 
Housing Renewal Assistant / Housing Renewal Officer / Senior Housing Renewal 
Officer / Housing Renewal Environmental Health Officer 
 

Directorate 
Operational Services 
 

Grade 
Career Grade 8 – 5  
 

Reports to 
Housing Renewal Team Leader 
 

Location 
Muriel Matters House, Hastings 
 

Purpose of the Job 
To contribute to improving the quality of the private sector housing stock and ensure 
the sector is able to fulfil its potential in meeting housing need in the Borough. 
 

General expectations 
Everyone who works within the team is expected to reflect the values and 
behaviours of the Council. We want our staff to:  
 

• Value diversity and treat people with respect – operating in a way that takes 
account of the diverse needs and aspirations of Hastings neighbourhoods and 
communities and actively challenging discrimination and prejudice. 

• Have pride in themselves, our services, neighbourhoods and Hastings – 
actively promoting the contribution of the service to supporting successful 
neighbourhoods and communities throughout the Borough. 

• Listen and learn so we can improve – reviewing and improving our approach, 
ensuring that we learn as much from our failures as we do from success, 
creating opportunities and seeking creative solutions to problems, even when 
this involves challenging traditional ways of working 

• Be professional and business like 
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• Be forward thinking with a ‘can do’ approach – adopting innovative ways to 
solve problems and bringing together ideas, people and resources to instigate 
change. 

• Be ambitious to improve, with high expectations of ourselves and our partners 
– responding to problems with clear outcomes in mind; evaluating the 
effectiveness of our activity 

• Value, support and develop staff and partners 
 

Main responsibilities of Housing Renewal Assistant 
• Respond to requests for service regarding poor housing standards in all types 

of residential accommodation 
• Carry out inspections of residential premises, subject to mandatory and 

discretionary  property licensing  
• Undertake inspections of residential accommodation to determine eligibility for 

all types of financial assistance. Prepare schedules and specifications of work 
and assess eligible expense for financial assistance. Liaise with home 
improvement agencies in respect of applications for financial assistance. 
Monitor works in progress, process applications for interim and final 
payments, deal with architects, contractors and agree variations and 
unforeseen works on site. 

• Undertake inspections of work in progress and carry out final inspections to 
ensure compliance with enforcement action 

• Participate in an annual performance appraisal based on agreed objectives 
that are linked to the Councils corporate objectives and priorities. 

• Ensure that all duties and services provided are in accordance with the 
Council’s Equalities and Diversity policies and procedures. 

• To comply with individual responsibilities, in accordance with work role for 
health and safety in the workplace 

• Ensure that all duties and services provided are in accordance with the 
Council’s Child and Vulnerable Adult Protection policies and procedures. 

• All employees may be called upon to assist with a range of elections duties for 
the Council on an occasional basis when elections are called. Participation in 
elections duties is subject to the terms and conditions as determined from 
time to time by the Returning Officer or Central Government.  

 

Main responsibilities of Housing Renewal Officer 
In addition to the responsibilities of Housing Renewal Assistant 
 

• Undertake investigations, inspections, surveys and other evidence gathering 
to determine and monitor the condition of property and compliance with 
Housing Legislation, Public Health Legislation and other legislation  

• To accurately carry out full property inspections in accordance with the 
Housing Act 2004 Housing Health and Safety Rating System (HHSRS) (or 
later legislation as appropriate) 
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• Prepare schedules, specifications and statutory paperwork for enforcement 
action under the relevant legislation with supervision and support from Team 
Leader 

• Provide advice and guidance to landlords, occupiers, leaseholders, owners, 
tenants, contractors, surveyors and architects to ensure relevant statutes are 
complied with 

• Monitor own caseload, working to targets, assessing and reviewing own 
workload priorities. 

• Maintain an up to date knowledge and understanding of legislation, technical 
developments and departmental policies and assist in the development of 
policies and strategies to enable effective service delivery. 

 

Main responsibilities of Senior Housing Renewal Off icer / Housing Renewal 
Environmental Health Officer 
In addition to the responsibilities of Housing Renewal Officer 
 

• Prepare and process arrangements for works in default, to include inviting 
tenders / quotations, checking tenders submitted, site visits to monitor works 
in progress and final inspections 

• Support the Housing Renewal Team Leader in reviewing policies and 
procedures and ways of working in general and in light of changes in 
legislation or government guidance, changes in ways of working with partner 
agencies and other technical developments 

• To plan, develop and undertake special projects as directed by the Housing 
Renewal Manager. 

 
The key result areas to this post are set out in this job description. It should be noted 
that the Council reserves the right to update the job description from time to time to 
reflect changes in or to the post after consultation about proposed changes. 
Significant permanent changes in duties and responsibilities will require revisions to 
be made to this job description. 
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Housing Renewal Team 
Personal Specification 

 

Job Title 
Housing Renewal Assistant / Housing Renewal Officer / Senior Housing Renewal 
Officer / Housing Renewal Environmental Health Officer 
 

Directorate 
Operational Services 
 

Essential Requirements 

Qualification 
• See career grade structure (page 5-8) 

 

Experience 
• See career grade structure (page 5-8) 

 

Knowledge 
• Knowledge of housing, environmental health and associated legislation 
• Knowledge of building and construction practices 

 

Personal Aptitude and Skills 
• Good communication skills, ability to deal with difficult and confrontational 

situations 
• Good IT skills 
• Able to work primarily on own initiative within work instructions / procedures 
• Good organisational skills 

 

Behavioural Approach 
• Satisfactory attendance record (normally less than 5 days absence in a year) 

but taking into account individual circumstances 
• Self-confident, committed and motivated 
• Team worker 
• Flexible 

 

Circumstances 
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• Please note the successful candidate will need to pass the national Non-
Police Personnel Vetting process; to be eligible for this check you must have 
been continuously resident in the UK for the three years immediately prior to 
applying for clearance.  The successful candidate will be able to take up post 
prior to this vetting process being completed, which can take up to six months, 
but gaining clearance will be an essential part of completing the probation 
process. 

• The post will be subject to a standard DBS check. 
• Ability to travel throughout the Borough 
• Ability to climb ladders and scaffolding 
• Able to work outside of normal working hours as required 

 

Desirable 

Knowledge 
 

• Knowledge of homelessness prevention legislation 
• Knowledge of property management 

Circumstances 
• Member of a relevant professional institution, for example Chartered Institute 

of Housing, Chartered Institute of Environmental Health, Royal Institute of 
Chartered Surveyors. 

 
The above qualities will be assessed in the first instance on the application form and 
again at the interview stage if selected. 
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Housing Renewal Team – Career Grade Structure 

This post is designed to be a career grade post to recognise the developing skills 
and expertise of the post-holder. The post spans several grades and progression 
within each grade and upwards will be determined by competence level and 
achieving certain criteria. The table below sets out the qualification and experience 
requirements for progression from one grade to the next.  

The line manager will carry out formal reviews at 6 monthly intervals or on the date 
of obtaining additional qualifications, if that occurs sooner. Salary progression 
through increments within each Grade and progression through Grades on the 
structure will determined at the 6 monthly formal review and will be by Managers 
recommendation in consultation with the Senior Personnel Partner. At each review, 
agreed performance criteria will be established for the next six months and 
monitored throughout the period. 

There will be a right of appeal to the Assistant Director Housing and Built 
Environment. 

The post holder may be required to undertake further formal training to achieve 
relevant specialist professional qualifications. It is anticipated that this would require 
some study to be carried out in post holders own time, but the Council will cover 
course fees and / or other expenses. A financial agreement for this will be issued for 
each qualification undertaken. Should post holders wish to undertake further formal 
training to progress through the career grade structure then the Council may cover 
course fees and / or other expenses. 

Salary at entry level will depend on qualification and proven experience. The post 
holder will commence at a certain point on the entry grade and enter the next grade 
when a particular benchmark has been achieved.   

 

Grade Designation Qualification Requirements Experience Requirements 

9 Apprentice  
Housing 
Renewal Officer 

Any person on an Institute for Apprenticeships recognised 
apprenticeship programme. 

8 Housing 
Renewal 
Assistant 

Level 3 qualification Minimum of 1 years practical 
experience in building / construction 
trade or regulatory services 

The post-holder must be able to: 

• meet the requirements and fulfil all 



 

 

Revision 1.0 – April 2018  Page 7 of 8 

Grade Designation Qualification Requirements Experience Requirements 

aspects of the Job Description for 
Housing Renewal Assistant to a 
satisfactory standard. 

7 Housing 
Renewal Officer 

Level 4 qualification and 
successfully passed 
understanding and applying 
HHSRS training. 

Minimum of 2 years relevant 
experience in local authority private 
sector housing work. 

The post-holder must also be able to: 

• meet the requirements and fulfil all 
aspects of the Job Description for 
Housing Renewal Officer to a 
satisfactory standard; and 

• show knowledge and competence 
of implementing the law relating to 
housing standards, housing 
assistance, houses in multiple 
occupation, public health, 
protection from eviction and 
relevant enforcement procedures. 

6 Senior Housing 
Renewal Officer 

Level 5 qualification and 
successfully passed 
understanding and applying 
HHSRS training. 

Minimum of 3 years relevant 
experience in local authority private 
sector housing work  

In addition to the experience 
requirements for Housing Renewal 
Officer the post-holder must also be 
able to: 

• meet the requirements and fulfil all 
aspects of the generic job 
description for Senior Housing 
Renewal Officers / Environmental 
Health Officer to a satisfactory 
standard; and 

• enforce and promote compliance 
with legal requirements and 
standard through inspection and / 
or complaint investigation work; 
including carrying out programmes 
of work to required standards both 
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Grade Designation Qualification Requirements Experience Requirements 

qualitatively and quantitively; and 
• have comprehensive knowledge 

of enforcement procedures and 
legislation; and 

• manage proactive and reactive 
workloads. 

5 Environmental 
Health Officer 

 

Level 6 qualification and hold 
an EHRB Certificate of 
Registration or be registered 
with the CIEH as a Chartered 
Environmental Health 
Practitioner 

The minimum period of practical 
experience required by the CIEH in 
order to achieve EHRB registration (or 
equivalent). 

In addition to the experience 
requirements for Senior Housing 
Renewal Officer the post-holder must 
also be able to: 

• implement a wide range of 
environmental health powers. 

 

 


