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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	Development Officer
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	Department
	Asset Management 
	

	Reports to
	Director of Asset Management
	

	Grade:
	4
	

	Date:
	30 April 2015
	


Purpose of Job

To initiate and manage projects for the development of new housing in specified geographical areas. The post holder will also undertake a range of related departmental projects.
Main duties and responsibilities
1. To liaise with local authorities to identify areas of particular housing and community care need.
2. To assist with the preparation of the Association’s Development Strategy. 
3. To assess prospective sites for development potential. Carry out development appraisals making recommendations on the viability of projects.
4. To negotiate with site owners and administer acquisition of sites.
5. To complete the necessary submissions and negotiate with the Scottish Government, enterprise agencies, local authorities etc over the capital funding of projects.
6. To assist in negotiations with local authority Social Work Departments and other agencies over the revenue funding for schemes.
7. To liaise with the Finance Department over the provision of private finance for projects.
8. To appoint, brief and instruct design teams within the parameters of the Association's Design Brief and development procedures.
9. To control progress and ensure that general administration of projects is conducted effectively during the design, construction and defects liability stages of projects.
10. To resolve issues arising during the course of projects to prevent additional costs on time over-runs. 
11. To monitor expenditure during the project and reconcile the final cost of projects.
12. To liaise with the Customer Services Department to ensure the effective handover of schemes on completion.
13. To keep abreast of changes in legislation and procedures affecting the Development process and to implement these effectively.
14. To advise the Director of Asset Management on possible amendments required to the Association’s Design Briefs.
15. To report regularly on the above matters to the Director of Asset Management.
16. To assist and share knowledge and experience with colleagues as required.
17. To undertake other duties as delegated by the Director of Asset Management.
Working Relationships

The list below provides an outline of relationships:
Internal 

·  Finance Staff
·  Maintenance Staff
·  Director of Asset Management
External
·  Local Authorities
·  Developers
·  Project Design Teams
Job context and other relevant information.  The post holder: Development Officer
· must discharge their relevant duties and responsibilities under the Health & Safety Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 (as amended) and all relevant Codes of Safe Working Practice and policies.  The Health and Safety at Work Act stipulates that it is the responsibility of every employee to observe all rules governing health and safety and such safety equipment as provided must be used.

· must have due regard to the Association’s current management arrangements for Data Quality.  All employees have a responsibility to ensure that the data they collect, manage and report, including data from third parties is accurate, valid, reliable, relevant, complete and produced in a timely fashion to aid sound decision making and that appropriate procedures, systems and processes are in place to provide quality data.
· must work in accordance with the Association’s policies, procedures, information, instructions, and/ or training received.

This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive and the post holder may be required to undertake such other duties as may be required to meet the needs and responsibility of the Service and the Association.

Person Specification
[image: image2.jpg]\QE AB OO

AR )‘<<,
S 007
o &

Q
a1



Job Title:
Development Officer
As part of the Disability Symbol accreditation, the Association has made the commitment to interview all applicants with a disability who meet minimum essential criteria for the post.
	Criteria
	Essential/Desirable

	1. Skills/Abilities/Knowledge
This section specifies the skills, abilities and knowledge the postholder must have to perform satisfactorily.


	

	· Will be a competent negotiator able to represent the Association at senior levels.
	Essential 

	· Able to administer the financial, legal and technical aspects of acquisition, design and construction.
	Essential 

	· Basic computer skills, including experience using Microsoft Windows, word-processing & e-mail.
	Essential 

	· Intermediate level of Excel
	Essential


	2. Experience

This section specifies the level and quality of experience required.


	

	· Experience in the building development process. 
	Essential

	· Knowledge of current forms of building construction
	Essential

	· Knowledge of the roles of design teams
	Desirable 

	· Knowledge of the planning and building control system
	Desirable

	· Knowledge of Government funding systems
	Desirable


	3. Education/Qualifications
Degrees or diplomas obtained abroad are acceptable if they are of equivalent standard to UK qualifications.
	

	· Educated to degree level
	Essential 

	· Relevant professional qualification
	Desirable


	4. Other

This section specifies other factors which may be necessary.


	

	· A current full and clean (preferably) driving licence.
	Essential 

	· Willingness to attend consultation meetings out of hours
	Essential

	· Willingness to stay overnight when attending site meetings out of area
	Essential


	5. Equal Opportunities
This Association is working actively to promote equality of opportunity both in its employment practices and in the delivery of its services.  It is essential that the postholder is willing to work in accordance with existing policies and codes of practice
	Essential


