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Manchester City Council

Role Profile

ASB Case Officer, Grade 7
Neighbourhoods Directorate

Reports to: Team Lead
Job Family: Compliance and Regulation
Key Role Descriptors
The role holder will contribute to the delivery of a high quality service through the provision of detailed technical regulatory knowledge including interpretation, translation and enforcement of all relevant legislation.  
The role holder will develop and administer thorough investigative procedures and regulatory protocols ensuring that the health, safety and well-being of people is prioritised and safeguarded.

The role holder will be responsible for the evaluation and quality control of the function and will drive continuous improvement in service delivery.  
Key Accountabilities
Provide sound advice and guidance to stakeholders with regards to enforcing standards and regulating community activity, using a wide range of compliance and regulation knowledge to realise sustainable solutions.

Lead on the delivery of Manchester City Council’s statutory enforcement obligations and where necessary liaise with other Council departments or relevant bodies.

Ensure that all requests are dealt within designated timescales and quality standards and that activity is proportionate, effective, has impact, long lasting and delivered to a high standard.

Ensure the provision of high level and often complex support to internal and external customers and stakeholders, upholding excellent standards of customer service.
Maintain competence in subject matter specialism, undertaking research and information gathering to ensure Council adopts and maintains best practice in areas of specialism.
Take full responsibility for the quality of data ensuring the recording of information is timely, accurate and complete.
Roles at this level may be required to undertake management duties, either through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers.

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 role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all duties of the job. If, however, a certain task proves to be unachievable, job redesign will be given full consideration.

ASB Case Officer – Key Behaviours, Skills and Technical Requirements

Generic Behaviours: Generic
· Teamwork – Working together helps deliver the best outcomes.

· Customer Service – Putting customers at the heart of what we do.

· Delivery – Delivery of high quality services is at the heart of what we do.

· Change – Improving services and making the most of resources.

· Pride in Manchester – Demonstrating pride in our city.

Generic Skills
· Is able to effectively transfer key and complex information to all levels of staff, adapting the style of communication as necessary and ensuring that this information is understood.

· Ability to absorb, understand and quickly assimilate complex information and concepts and compare information from a number of different sources.

· Excellent time management skills, creating own work schedules, prioritising, preparing in advance and setting realistic timescales for own self and others. Has the ability to visualise a sequence of actions needed to achieve a specific goal and how to estimate the resources required.

· Ability to formulate independently a range of options for new or unfamiliar situations and to select the appropriate course of action to produce a logical, practical and acceptable solution. An ability to make independent decisions of a relatively uniform nature.

· Ability to think creatively for potential future scenario’s and to develop a range of creative solutions that meet the strategic needs of the business and are new and original.

· Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation

· Ability to use multiple applications, systems and associated software packages

Technical requirements (Role Specific) 
· Willingness to consent to and apply for an enhanced DBS Disclosure.

· Awareness and understanding of key ASB legislation and its practical application 

· Confidence and assertiveness to challenge and instruct solicitors.

· To be able to implement a wide range of interventions to secure compliance.
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