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	For HRU use only
	Ref: DBS4277


	Directorate
	HECS

	Section/Location
	Adaptations & Loan Equipment Service

	Post Title
	Adaptations Project Officer

	Permanent/Temp
	Permanent

	Grade
	Grade 9

	Responsible to
	Adaptations Coordinator

	Responsible for
	Provision of Adaptations

	Job Purpose

	To assist customers who have assessed needs in relation to adaptations.  Maintaining a person centred approach, carrying out site inspections, surveys, drawings and specifications.  Processing of adaptations through various systems to the Council’s HPC- Housing Property and Construction  and other private contractors, ensuring quality and cost control.


	

	Job Content

	· Joint Visits with Occupational Therapists (and other Health Professionals) to ascertain the feasibility of adaptations.
· Site Surveys, using such equipment as laser levels etc sufficient for the production of working drawings for Ramps, Extensions etc.

· Design and development of working drawings for adaptations using AutoCAD LT
· Development of specification for adaptations.

· Maintaining a person centred approach and consultation with all customers.

· Submission of Planning Applications.

· Submission of Building Regulation Applications.

· Providing information for and sourcing structural calculations.
· Provide information as required in accordance with CDM 2015 as required under the regulations.

· Submission of initial Party Wall Notices.

· Research on materials, products and processes to ensure value for money and value engineering.

· Assist customers who are applying for grant aided adaptations.

· Assist with the maintenance and development of approved contractors list (Non JV Co adaptations).

· Source asbestos surveys through the Councils approved contractor and forward to JV Co and others as required under the Control of Asbestos Regulations.

· Site progress and post inspection of adaptations ensuring compliance with drawings, specification and any other requirement.
· Updating and maintaining of diaries/records.

· Production of progress/performance reports for Adaptations Coordinator.

· Agreeing levels of redecoration allowance.

· Appraisal of quotations/tenders including cost control and reconciliation.

· Assist with development and updating of risk assessments.

· Assist with budget monitoring.

· Assist in the training and development of colleagues in relation to adaptations.

· Assist in the investigation and preparation of reports on matters including complaints/material or service failure.

· Assist in the continuous improvement of the Service.

· Deputise for Adaptations Coordinator when necessary.
· Carry out any other duties, which are related to the objectives and policy of the Service as appropriate to the grade of the post.


	Performance standards

	Ability to produce high quality Computer Aided Drawings and specifications for adaptation and building work all to the latest Planning and Building Regulation requirements.

Site inspection of adaptations carried out by HPC and contractors ensuring compliance with requirements and a s person centred approach is maintained at all times having regard to the customers health and social care needs.

To assist in the continuous improvement of the service.

Work in accordance with Financial Regulations and Standing Orders.

Serving our residents and visitors

· You understand and are skilled to recognise and meet differing needs.

· You ask for, and act on, feedback from customers.

· You apply the customer service standards. 

· You are professional, friendly and helpful to customers, treating them fairly, and giving accurate and honest information, using simple language. 

· You communicate in a way that is effective for each person.

· You will take ownership of a customer’s problem and work to resolve this as soon as possible. Where the problem is transferred to someone else you make sure that the customer is aware of what is happening and is kept up to date at all times.
Self awareness and taking personal responsibility

· You take part in learning activities, making the most of the learning experience (e.g. taking notes, asking questions, taking part in required tasks). 

· You put new knowledge, understanding, or skills to practical use on the job.

· You share your new knowledge and skills with others.

· You discuss your learning and development needs with your line manager and agree appropriate actions.  

Effective communication

· You present information in a way that is appropriate to the topic and audience and in line with the council’s guidelines.   

· You actively listen by paying attention to messages from others, confirming your own understanding and responding appropriately.

· You take responsibility for asking others to clarify things when you are not sure what is expected.

Making change happen

· You respond positively to change and communicate positively about change to others.

· You suggest ideas for improvement and new ways of doing things better.

· You treat change or new situations as an opportunity for learning or growth.

· You evaluate and learn from the outcomes and impact of change.

· You are prepared to change your working practices and behaviours where necessary.
· With the support of your manager you are aware of how your work fits in with the council/ service area’s priorities.

· You work to a high standard, take pride in what you do, and approach work challenges with a “can-do” attitude, that includes good time keeping, and does not waste council resources etc.

· You make sure that your behaviour is in line with governance and regulatory guidelines such as health and safety, equality and diversity.

· You keep up to date on current best practice and perform your role within legal, regulatory, ethical and professional requirements set out within your area of work.

· You role model and demonstrate high standards of behaviour such as meeting deadlines, punctuality at meetings and refocus effort as appropriate. 

· You demonstrate respect for others by being prepared for meetings through familiarising yourself with any documentation provided.

· You reflect on your performance and are able to identify what went well and where you can improve for the future.

· You provide advice, information and guidance based on accurate and up to date professional knowledge sources.

· You accept responsibility for outcomes (positive and negative) of your own work.

Working collaboratively
· You establish effective relationships with people from diverse backgrounds.
· You work with colleagues from across the organisation to deliver a seamless service to the customer.

· You avoid blaming others and take shared responsibility for problems/issues.

· You continually examine your own behaviours to avoid stereotypical responses.

· You actively participate as a member of the team to achieve positive results and targets for the service, our customers and the council.

· You treat people with dignity, respect and fairness.

· You understand your role within the team and take personal responsibility for delivering.

· You develop effective relationships with colleagues, including those within other organisations. 

· You follow up commitments in a timely manner.
· You contribute to the team’s direction, goals, priorities and targets by sharing suggestions/ideas to improve.

· You keep up to date on key trends within your work area and understand how these can impact on your job role.

· You make suggestions on how your service and others might be improved.

Inspiring others

· You set an example to others within your team and across the council.

· You have a positive outlook and try to lift the spirits of the team.

· You celebrate the achievement of your colleagues.

· You influence others to gain co-operation/support to achieve goals/targets etc.


	Working conditions

	· All necessary surveying and PPE equipment provided
· 37 hours

· Flexible working scheme
· To be able to manage the physical element of the role
· To be prepared to work flexibly across functions and locations to meet the need of the service.

· Office and warehouse based currently located at Unit G7 & 8 Tyne Tunnel Trading Estate

· Customers’ homes, nursing, and residential care homes. 




	Factor
	Essential
	Desirable
	Assessment means



	Skills knowledge aptitudes
	Ability to carry out Site surveys.

Produce and develop Computer Aided Drawings 

AutoCAD LT and specifications.

Ability to work to deadlines and under pressure 

Acknowledgement of need for confidentiality and discretion

Ability to work as a member of a team or on own initiative

Excellent communication skills, literacy, numeracy, and IT skills


	Prior knowledge of adaptations.
	Portfolio brought to interview/references.

	Qualifications and training
	ONC/OND in Building Construction/other equivalent.

Evidence of GCSE (or equivalent) Grade C or above including English or Maths 

	HNC/HND in Building Construction.
	Certification.

	Experience


	Previous experience of on-site inspection of contractors works.
	Previous experience of providing/installation of adaptations.
	Interview/references.

	Disposition


	Ability to emphasise and understand the needs of the chronically sick and disabled.

Professional and courteous manner with clients and fellow colleagues.
	
	Interview/references.

	Working Conditions


	Working in an office environment and at customers homes. The ability to agile work from home when necessary. |All necessary surveying and PPE Equipment provided.
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