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Role Profile


	Role Details


	Job Title
	New Build Development Officer
	Service  
	Development and Investment

	Directorate
	Place, Neighbourhood & Corporate Assets

	Reporting to
	New Build Programme Manager

	Grade  
	7 
	Hours
	 35

	Work Location
	Southbank House, Kirkintilloch / Broomhill Depot, Kirkintilloch


Role Purpose 
· Support the development and delivery of the Council’s Affordable Housing Investment Programme, the Strategic Housing Investment Plan, and support housing regeneration activity to ensure the Council achieves Scottish Government targets.
· Contribute to the development and implementation of the Local Housing Strategy Action Plan outcomes, Local Outcome Improvement Plan, Scottish Social Housing Charter and Housing Need and Demand Assessment to ensure the Council complies with legislation and Scottish Government guidance
· Assist with the development and co-ordination of partnerships with Scottish Government, Registered Social Landlords, Architects, Quantity Surveyors, Developers, Planners, Building Standards etc for the delivery of affordable housing
· Support the performance of the Housing Investment Team through a culture of team work and flexibility, contributing to the overall success of the Council
· Work to continuously improve service delivery and performance of the Housing Investment Team    
Role Accountabilities & Key Activities 
Strategic Planning
· Support the consultation, preparation and submission of the Strategic Housing Investment Plan (SHIP) and monitor it’s delivery.

· Assist with the configuration of the Council’s Affordable Housing Investment Plan (AHIP) and support it’s delivery.
· In conjunction with the New Build Programme Manager, Contribute towards the Council’s Housing Land Audit (HLA) and the regional Housing Needs and Demands Assessment (HNDA)
· Assist with development of the Council’s Local Development Plan (LDP) and support it’s implementation through the delivery of Affordable Housing projects.
· Support the production of a GIS database establishing location and type of housing demand.
 Feasibility and Development of Opportunities
· Support the New Build Programme Manager, in developing new opportunities for future housing development projects through partnership working with internal and external stakeholders. Site visits would be required to identify the potential for development.
· Assist in the forward planning of sites for future housing development and in the commissioning of feasibility work.
· Support the New Build Programme Manager, in work towards the inclusion of sites within Strategic and Local Development Plans to ensure a continuous pipeline of available housing land.

· Support research as required to support the configuration of the SHIP eg for Intermediate Housing Need and Demand. 
· Assist the New Build Programme Manager in the pursuit of regeneration outcomes for areas of housing renewal and support processes of land purchase, demolition and new build affordable housing projects.
Delivery of New Affordable Housing
· Assist in the delivery of new affordable housing
· Maintain the policy and procedure for the application of the Council’s Shared Equity Scheme, keep a register of properties and implement the sale and purchase of properties.

· Co-ordinate the purchase of properties on the Open Market, including the negotiation of land values, and implement the purchase of properties. 
· Provide support to the New Build Programme Manager in the production of procurement and tender documentation.
· Assist in the management and monitoring of project budgets through appropriate processes and systems to ensure value for money and effective use of financial resources. 
· Support the development/preparation of housing specifications, as well as mix, quality, design and numbers.
· Prepare submissions to the Scottish Government for grant funding via the HARP system.

· Assist in consultation with residents on new council housing development and regeneration projects and support delivery partners where necessary in order to facilitate the delivery of affordable housing more generally. Activities could involve the setting up of rooms for public meetings and moving equipment.

Contract Compliance
· Prepare briefs and participate in the appointment of consultants and manage consultant’s assignments to ensure effectiveness, quality and value for completion of their work. In particular for smaller contracts in support of development.

· Manage the delivery of smaller contracts ensuring compliance with all appropriate legislation and associated regulations, policy and procedures.
· Assist with the management of contractors and consultants to deliver high quality council housing in line with the tender requirements. 

· Provide post construction support to the New Build Programme Manager, taking handover of completed new council houses, co-ordinating the dissemination of information to housing management, allocations and finance to minimise void time and helping to ensure that high standards of development quality are achieved. Attendance on site would be a key requirement of this activity.
· Support the New Build Programme Manager to proactively monitor progress against spend to ensure projects are delivered to agreed programmes and available budgets.
· Ensure that project quality is maintained through the application of robust assurance and control methodologies at all stages of contract delivery.
Support and Advice - New Build Affordable Housing
· Provide consultation responses to the Planning Authority in relation to small residential development proposals and support negotiations in relation to significant developments involving the delivery of multiple new affordable homes.
· Co-ordinate responses to strategic enquiries relating to affordable housing to all relevant bodies such as Scottish Government and the Scottish Housing Regulator.
· Assist over the potential for land release/disposal of council owned assets with other Council departments
· Provide regular updates on progress to the New Build Programme Manager and other relevant departments and stakeholders, including Scottish Government
Performance

· Support the New Build Programme Manager, in maintaining a register of development expenditure, plans and activity for audit and reporting purposes.
· Contribute towards updating the Housing Service Asset Management Plan
· Contribute to the development of Service Strategies and Business Improvement Plans, setting performance targets and indicators and Team work plans. 
· Maintain and provide statistical information on housing delivery and property transaction purposes and ensure data is available upon request.
· Contribute towards ensuring that benchmarking activities are undertaken which demonstrate competitiveness and Value for Money is being achieved for the service area. 
· Provide responses to strategic enquiries relating to affordable housing to all relevant bodies such as Scottish Government, Scottish Housing Regulator

Customer Service Delivery

· Deliver a high quality service by focusing on the individual needs and concerns of the customer
· Take account of customer perspectives and expectations in continuous improvements to service delivery
· Build and develop strong relationships with stakeholders to enhance the customer service delivery and experience
· Ensure ongoing customer feedback is considered whilst balancing customer needs and expectations with other organisational demands
· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation
Team Working & Relationships 
· Foster strong working relationships inside and outside the team to achieve common goals and objectives
· Co-operate with and support others within the Housing Investment Team through sharing knowledge, experience and best practice
· Build good working relationships within the Housing Investment Team by offering advice, encouragement and assistance to team members, promoting loyalty to members of team and team decisions
· Gain commitment from others by consulting and involving them through a partnership focus
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives
Best Value 
· Contribute to the performance of the team by achieving objectives in line with Service Level Agreements ensuring that maximum benefit is derived from the service provided
Best Practice
· Contribute to an environment in which the energy and enthusiasm of the team is harnessed and the generation of ideas for improving working practices becomes an accepted responsibility at all levels
· Adopt a proactive role in sharing best practice between and across the Housing Investment Team  to ensure that customers benefit from a team that adopts a best practice approach
· Demonstrate personal commitment to tasks and objectives, routinely delivering a first class service to all customers
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives
Context 
	Location:

	In line with the contractual terms for East Dunbartonshire Council employees: 

· Normal work base will be Southbank House, Kirkintilloch / Broomhill Depot, Kirkintilloch

	Mobility:

·   
	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	

	
	Temporary
	(

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

 
	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	9 am
	9 am
	9 am
	9 am
	9 am
	-
	-

	
	Finish Time
	5 pm
	5 pm
	5 pm
	5 pm
	5 pm
	-
	-

	
	Unpaid Break 
	1 hr
	1 hr
	1 hr
	1 hr
	1 hr 
	-
	-

	
	Total Daily Hours 
	7 hrs
	7 hrs
	7 hrs
	7 hrs
	7 hrs
	-
	-

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	

	
	If ‘yes’ please give details 
	

	
	No
	(

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	n/a

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	

	Disclosure:


	Not Applicable 
	

	
	Basic
	(

	
	Standard 
	

	
	Enhanced
	

	
	PVG Children
	

	
	 PVG Adults
	

	Criminal Convictions:


	

	Proper Officer:


	

	Politically Restricted:


	


Key Relationships 
· As a member of the Housing Investment Team, the role has accountability for the delivery of the Housing Investment Team objectives
· The role will work flexibly with other team members to share best practice and where appropriate, share resources to achieve service level priorities
· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the New Build Programme Manager.  
· The role interacts with cross departmental council teams,  Voluntary Sector partners, Health improvement agendas, Housing Associations, Elected Members, external partners and other stakeholders
· Given the nature of the role, key relationships will also include:  
Frequent contact with Managers and employees 
Tenants 
Tenant representatives 
Tenant Participation Working Group 
External agencies eg Scottish Government, Senior Civil Servants, Scotland’s Housing Network and Developers
Personal Specification  
	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Knowledge and awareness of relevant regulation, legislation and statutory requirements relating to the role

· Knowledge of Registered Social Landlords
· Knowledge of strategic housing and planning guidance

· Organisational awareness and knowledge of internal & external drivers within Local Government.
· Practical application of knowledge across the key areas of the role
· Knowledge of public sector procurement processes
	· Knowledge of Scottish Government Development and Affordable Housing Investment Programme funding regime
· Knowledge of the broader issues facing Local Government


	SKILLS
	· Highly developed written and verbal communication skills and ability to tailor communication depending on audience 
· Research and information interpretation skills
· Numeracy, diagnostic and analytical skills 

· Influencing & Negotiation skills

· Facilitation & Coaching skills

· ICT and/or data management skills
	· Ability to use GIS systems.

	EXPERIENCE


	· Experience and understanding of a relevant discipline:  housing, development surveying, physical regeneration, urban design or planning
· Experience of tendering processes for the supply of goods and or services.
· Demonstrated ability at negotiation and influencing to achieve desired outcomes.

· Experience of dealing with senior managers and/or elected members.
· Experience in project management and implementation in a related sector.

	· Experience in dealing with Scottish Government
· Experience of the planning system

	EDUCATION/

TRAINING

 
	· Degree or equivalent experience in a relevant discipline such as Housing, Town Planning or Development Surveying.
	· Graduate Diploma or Masters Degree in Housing Studies or related discipline.
· Working towards the membership of a professional body related to team and service areas


	PERSONAL QUALITIES
	· Strategic thinker

· Self-Motivated, Flexible & Adaptable
· Carry out role with credibility and professionalism 

· Client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities

· Planning, organisational and prioritisation of work requirements

· Can-do attitude 

· Approachable - Customer Focused 

· Team player 

· Ability to work under pressure to deliver positive results

Inclusive & Respectful
	

	DRIVING LICENCE 

 
	· Full Driving Licence
	


Degree or equivalent experience in a relevant discipline such as Housing, Town Planning or Development Surveying.[image: image1.png]
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