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Job Description                   

Community Safety Officer
	Responsible to:  
Community Safety Team Leader 


	

	Responsible for:  
	

	Job Grade: Officer
	

	Purpose:  To assist the Community Safety Team Leader in providing a cost effective, responsive, customer focused and quality area housing service with particular focus on work aimed at preventing, reducing and tackling anti-social behaviour.
	


	Duties & Responsibilities:



	1. To advise the Community Safety Team Leader on all community safety matters
2. To assist the Community Safety Team Leader to ensure that the community safety service meets local needs and is delivered in accordance with Melins values.
3. To provide occasional out of hours service to residents who are experiencing fear, nuisance, and distress as a result of anti-social behaviour.
4. To assist the Community Safety Team Leader and Housing & Communities Manager to maximise the involvement of the Associations residents and prospective residents in its community safety service and to ensure its customers are consulted on a regular basis.
5. To provide a high quality, responsive and customer focused service to the local community and partner agencies, consistent with achieving continuous improvement in satisfaction levels.
6. To undertake complex case work and attend court as and when required.
7. To ensure that residents and prospective residents receive the maximum possible information about the services provided by the Association.

8. To assist the Community Safety Team Leader to ensure that our response to anti-social behaviour and related services are delivered in accordance with the Associations policies and procedures.
9. To assist the Community Safety Team Leader in ensuring that the community safety service complies with relevant legislation, good practice, regulatory requirements and agreed performance/service targets.

10. To assist housing management staff members in identifying residents who need support in sustaining their tenancies and making the necessary referrals for support.

11. To identify, report and support colleagues with safeguarding concerns in line with Melins Safeguarding Policy and the All-Wales Safeguarding procedures.

12. To assist in the identification and promotion of new initiatives to help combat anti-social behaviour.

13. To ensure that the terms of the tenancy agreement/occupation contract are adhered to and that both the residents’ and association’s rights and obligations are complied with.
14. To provide regular feedback and support to victims and witnesses of anti-social behaviour.
15. To utilise a person centred approach

16. Ensure effective information and case management, including maintaining and updating case records via the anti-social behaviour database and relevant systems.
17. To provide support to the Community Safety Team Leader when required.
18. To contribute to Melins corporate activities as and when required

19. Demonstrate a commitment to customer care, safety, privacy, and equality by complying      with all relevant policy and procedures, in particular those relating to;
● Health & Safety Legislation – To ensure that safe working practices and procedures are   

adopted at all times
● GDPR legislation – To act in compliance with GDPR and data protection laws, ensuring adherence to GDPR standards. Respecting confidentiality and privacy, and protecting data subjects’ rights
●Equality & Diversity – Supporting the principles and practice of equality of opportunity as set out in the Association’s Equality & Diversity Policy
20. To undertake any other relevant duties as determined by the Line Manager, Association or Chief Executive
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Person Specification

Community Safety Officer

· Knowledge / Education – relates to the knowledge and qualifications required in order to carry out the role.

· Experience – relates to the experience that would be required 

· Melin Competencies & Bigger Picture Competencies – relates to the competences necessary to effectively carry out the role.  

· Special Conditions / Professional Qualifications – relates to other qualifications appropriate to the circumstances associated with this role.  E.g. if a member of staff needs a driving licence.

	FACTORS
	CRITERIA
	ESSENTIAL / DESIRABLE

	Knowledge / Education
	· Degree (Housing Related)
· Formal training to A level or professional qualification and/or equivalent experience, knowledge/training which relates to the specific requirements of the job.

· Up to date, housing law/technical knowledge of Anti-social behaviour, crime & disorder and tenancy/occupation contract management.

· Computer literate including knowledge of Microsoft packages, customer relationship management (CRM) and housing management systems.

· General understanding of social housing issues

· Knowledge of Safeguarding processes & the All-Wales Safeguarding procedures

· An awareness and working knowledge of equal opportunity issues.

· An awareness of health & safety issues in the workplace

· An awareness and working knowledge of GDPR & issues of confidentiality.

· Knowledge of housing management & maintenance, practices, including regulatory requirements, good practice and legislation.


	D

D

D

E

D

D

D

D

D



	
	
	

	Experience   
	· Three years’ experience working in social housing or a similar field which includes addressing breaches of tenancy/occupation contract conditions and / or tackling Anti-social behaviour, by utilising all available tools, including supportive and legal interventions.

· Experience of conducting home visits and keeping detailed records in a clear and logical manner.

· Experience of writing and presenting reports.
· Experience of using housing/case management I.T software and systems.

· An understanding of using person centred approaches to support residents.

· Experience of working with vulnerable people within a wider community setting with the ability to encourage inclusion, well-being, and tenancy/occupation contract sustainment.

· Experience of litigation, evidence gathering, producing statements, and presenting evidence in the civil or criminal court arena.

· Experience of working to targets to deliver successful outcomes

· Experience of creating partnerships and working with partner agencies and stakeholders to assist with the prevention and management of Anti-social behaviour.

· Ability to communicate effectively in a range of different situations.

· Experience of taking a fair and balanced approach to resolving complaints and other complex issues.

· Flexible and able to adapt to changing work priorities at short notice.

· Good organisational skills
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	Special Conditions 
	· Ability to work as part of a team.

· Ability to produce reports, file notes and correspondence to a high standard.

· Ability to recognise and maintain professional boundaries.

· Ability to show initiative and problem-solve.
· Ability to remain calm under pressure and respond appropriately in an emergency.

· Demonstrate strong negotiating and influencing skills.

· Display self-motivation, drive, and enthusiasm
· Current full driving license, ability to drive, access to a vehicle and able to travel to a range of locations
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