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PRIVATE EXETER CITY COUNCIL

Job DescriptionPRIVATE 
JOB TITLE



:
Compliance Officer (Footpaths and Walls)
GRADE



:
6 (subject to review)
POST NO



:


SERVICE



:
Housing
UNIT




:
Housing Assets

REPORTS TO


:
Health, Safety and Compliance Lead
RESPONSIBILE FOR

:
N/A 
LIAISON WITH


:
Elected Members







Staff throughout the Council







Contractors and other external agencies in the public and private sectors







Council tenants & the general public

PURPOSE OF JOB

1. To carry out risk assessment based surveys and identify required planned works and reactive repairs to external assets including footpaths, retaining walls, culverts, barriers, steps, ramps and hand-rails on the Council’s housing land.
2. To ensure all such external assets are maintained in a safe condition at all times in accordance with relevant legislation and guidance.

3. To prepare work schedules, raise orders and instruct contractors and oversee and monitor contractor performance and contracts.
4. To ensure all works are carried out in accordance with relevant statutory legislation and regulations and in line with the Council’s procurement policies and procedures.
5. To support the work of the Health, Safety and Compliance Lead by undertaking a risk-based inspection program and maintenance of the central risk register.
MAIN ACTIVITIES
1. By foot to visually inspect, physically test and risk assess all external assets on housing land, including retaining walls, fencing, culverts, barriers, steps, embankments, ramps and hand-rails on the Council’s housing land.
2. Update and maintain the appropriate mapping system so that all Housing External Assets can easily be identified and ownership demarcated from other Council assets.

3. To ensure all remedial works use appropriate technically competent contractors, such as geotechnical specialist consultancies and retaining wall specialists.
4. To prepare work schedules, raise orders and instruct contractors and oversee and monitor contractor performance and contracts.

5. To all works is completed with appropriate safety measure in compliance with CDM and H&S regulations, including effective barriers with timely notification to the highways department of Devon County Council and the highways agency as necessary.
6. Assist in the appointment of contractors as necessary to meet the aims of the service following the Council’s procurement policy and procedure. 
7. Manage contracts to ensure they meet agreed standards, timescales and budget

8. To assess and issue variation orders and agree interim and final payments and recommend for authorisation

9. Monitor contractor performance and customer satisfaction and ensure all works is completed in compliance with Health and Safety and Highways regulations and guidance.
10. To adhere to the current Health and Safety regulations and the Council’s policies and procedures

11. Identify possible materials containing asbestos (e.g. garages), and liaise with the asbestos compliance officers
12. To assist, where required, with the programming and co-ordination of works, to draft specifications and schedules of works, to assist in procuring contractors following the Council’s policy and procedures and to supervise the work on site.

13. Be responsible for the development and maintenance of an up-to-date and accurate external asset risk assessment and reinspection register
14. Where appropriate, be responsible for the delivery of appropriate disabled adaptations to external assets
15. Manage the programme and scheduled work / projects in conjunction with the Planned / Reactive Repairs Leads
Internal and external communication

1. Coordinate activities and liaise with engineers and officers within the Public Realm, Parks and Open Spaces department of the Council and generally seek opportunities to share data and methodologies where synergies exist to improve cooperation and efficiency.
2. Ensure communication is maintained with tenants and leaseholders where remedial works may affect them.  
3. Maintain and develop good working relationships and effective systems of communication with customers, clients, contractors and other council staff, to ensure quality service delivery.  

4. Provide reports and updates as necessary to keep the Health, Safety and Compliance Lead and the rest of the team informed of projects and other relevant developments

Other

1. Ensure, as far as it is reasonably practicable, that all activities are conducted without risks to the health and safety of employees, customers and others
2. Follow and promote the Council’s Equality & Diversity Strategy
3. Work to enhance the Council’s reputation and that of the sector as a whole

4. Deputise for the Planned / Reactive Repairs Leads where appropriate

5. First point of contact in the resolution of service complaints

6. Attend out of hours meetings as necessary

7. Carry out any other duties commensurate with the role

DATE LAST UPDATED:  June 2018
External Assets Surveyor – June 2018

