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Manchester City Council
Role Profile

Housing Standards Enforcement Officer (Trainee), Grade 3 - 5
Compliance & Enforcement Service, Neighbourhoods Directorate
Reports to: Housing Standards Team Manager
Job Family: Corporate Organisational Support


Grade 3 – Years 1 & 2

Key Role Descriptors: 

The role holder will contribute to service objectives through the delivery of a high quality support service.   
 
The role holder will represent the service effectively through communication with stakeholders, and participation in value-added activities working in line with the authority’s priorities. 

Key Role Accountabilities: 

Work effectively as part of the team to provide a high quality service to support the delivery of services within the organisation. 
 
Develop understanding and competence in an area of specialism in order to provide effective advice and information, utilising training and support from colleagues. 
 
Use initiative and established procedures to resolve queries at the first point of contact or escalate when appropriate within agreed timescales and procedure. 
 
Deal efficiently and courteously, with tact and diplomacy, to all queries and correspondence, both written and verbal from a wide range of internal and external customers.  
 
Update service information systems regularly to ensure all information is current and relevant. 
 
Personal commitment to continuous self development and service improvement.  
 
Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.  
 
Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.  


Grade 5 – Year 3

Key Role Descriptors: 

The role holder will provide high quality, customer focused, flexible and timely creative solutions to support the achievement of objectives of a high quality service. 
 
The role holder will deliver an effective, professional support function, establishing excellent relationships with customers and stakeholders and ensuring quality customer focused services are delivered within performance and quality targets. 

Key Role Accountabilities: 

Implement best practice in the delivery of work activities on behalf of all customers of the service in accordance with the authority’s corporate aims and objectives, strategic plans and organisational values. 
 
Ensure all work carried out fits within the parameters of service level agreements and seek to maintain relationships with the business to ensure the highest standard of service delivery. 
 
Work collaboratively with colleagues and stakeholders to enhance the role of the service throughout the Council.  Facilitate customer feedback and assist in identifying solutions to resolve issues to improve service delivery. 
 
Maintain competence in subject matter specialism, undertaking research and information gathering to ensure Council adopts and maintains best practice in areas of specialism, providing ad hoc advice as required. 
 
Coordinate the production and supply of accurate management information to support the needs of the service in line with agreed objectives.  This will include the provision of accurate analysis support. 
 
Effectively contribute to the monitoring, evaluation and improvement of all corporate support activities and house-keeping protocols that support the needs of the service and corporate initiatives. 
 
Support the production of a range of high quality communication, such as reports and briefing notes. 
 
Personal commitment to continuous self development and service improvement.  
 
Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.  
 
Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.

Role Portfolio:

G3- Year 1&2

· To learn the role of a housing enforcement officer and develop appropriate skills by undertaking and successfully completing the Regulatory Compliance Officer apprenticeship.

· To support enforcement officers to tackle poor housing conditions by assisting enforcement and advisory activities.

· To help make a positive difference to the lives of residents by ensuring their homes are safe and decent.

· To undertake and successfully complete all required training, including the Level 4 Regulatory Compliance Officer apprenticeship standard within an agreed period of time (Approx. 18-24 months)

· To learn the technical knowledge and skills required to ensure housing standards comply with relevant minimum standards and take appropriate enforcement action.

· To assist and support others to take appropriate formal and informal enforcement action and give advice.

· To assist and support others to conduct inspections and assessments and take appropriate follow-up action to secure improved housing standards.

· To maintain accurate records

· To build an understanding of relevant policies and best practice

· To build productive professional relationships and be a team player

· To complete assigned tasks to deadlines set by supervisor

· To attend relevant meetings

· To learn and develop communication skills to enable appropriate and effective communication with a range of audiences, including learning to be assertive in a way that is appropriate, fair and proportionate

· To provide support and undertake such additional duties as required

· To take a full and active role in the implementation of own training and personal development.

· To contribute to and demonstrate a commitment to relevant council policies and initiatives

Role Portfolio:

G5- Year 3

The role is based within the Compliance, Enforcement and Community Safety Service which sits within the Neighbourhoods Directorate. The service brings together enforcement and compliance resources and expertise into one team alongside community safety and civil contingencies. 

The Housing Compliance and Enforcement Team sits within the Compliance and Enforcement Service and carries out regulatory work across the breadth of private sector housing activities. The main aim of the team is to regulate the private rented sector and ensure warm, safe, healthy homes are available for all private tenure residents across Manchester. Poor housing has a direct link to poor health, comfort, and mental well-being. The team works with landlords to ensure properties are brought into a good state of repair, are decent and safe for the occupants to live in, protecting public health and improving quality of life.

As a Housing Standards Enforcement Officer Trainee, the role is dedicated to improving housing conditions and making a tangible difference in the lives of residents by ensuring their homes are safe, secure, and meet acceptable standards. This is achieved through a blend of enforcement and advisory work, including inspections, assessments, investigations, and collaborative problem-solving with internal and external partners.

The position is structured around a comprehensive training pathway, including the successful completion of the Level 4 Regulatory Compliance Officer apprenticeship and an Advanced Professional Certificate. These qualifications are supported by practical experience and supervision, enabling the apprentice to apply technical knowledge to real-world housing issues and contribute meaningfully to enforcement actions and advisory services.

As part of the service, the trainee will assist in formal and informal enforcement activities, gather and evaluate evidence, conduct interviews, and support legal proceedings when necessary. They will also maintain accurate records, prepare case files, and attend meetings with council services and external bodies to promote service objectives and share insights.
The role demands a proactive approach to learning and development, with a strong emphasis on understanding current legislation, emerging trends, and council policies. Effective communication is key, ensuring stakeholders are engaged and informed throughout various work programmes and projects.
Ultimately, this position offers a unique opportunity to grow professionally while contributing to a vital public service. It requires a commitment to continuous improvement, personal development, and the delivery of high-quality outcomes that align with the council’s strategic goals and values.

Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours  
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly
 
Generic Skills – Grade 3

· Communication skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others. 
· Planning and Organising: Provides work on time and to required standard and is capable of prioritising own workload in order to meet deadlines.
· Problem Solving and Decision Making: Ability to interpret basic rules and guidelines in order to resolve queries
· Creative Skills: Ability to find solutions to situations that are presented of a routine nature
· ICT Skills: Ability to use multiple applications, systems and associated software packages.
· Administrative Skills: Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation


Technical Requirements (Role Specific) – Grade 3


· Five GCSE passes, including English and Maths (or equivalent).



Generic Skills – Grade 5

· [bookmark: _Hlk211416247]Communication skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others and responds to issues arising.
· [bookmark: _Hlk211416296]Planning and Organising: Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority 
· [bookmark: _Hlk211416366]Problem Solving and Decision Making: Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary.  Be logical in thinking and explain reasoning behind decisions or actions taken
· [bookmark: _Hlk211416403]Creative Skills: Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.  
· [bookmark: _Hlk211416444]ICT Skills: Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.
· [bookmark: _Hlk211416471]Administrative Skills: Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation



Technical Requirements (Role Specific) – Grade 5


· Five GCSE passes, including English and Maths (or equivalent).
· Level 4 Regulatory Compliance Officer Apprenticeship
· Willing to work towards Advanced Professional Certificate 
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