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Job Description  
Job Title – Compliance Officer
Responsible To
Building Safety & Compliance Team Leader (Administration)
Purpose
To deliver a high-quality service to residents through Heating, Water, Lifts and Electrical which forms part of the “Big 6” compliance areas and other service forms undertaken by the Compliance Team
To ensure high levels of customer satisfaction with all areas of Compliancy safety services and meet key performance indicators.
To consistently achieve 100% compliance with all safety responsibilities
To actively develop and promote a culture of safety through day-to-day activities and interactions.
Key Responsibilities
Coordinate delivery of compliance servicing and maintenance programmes.
Lead on work to service equipment in difficult-to-access properties and manage court-related cases.
Promote high standards of resident care and identify vulnerability/property conditions.
Compile and report on compliance data and KPI reporting.
Support internal audit processes.
Identify improvement opportunities.
Manage compliance complaints and lessons learned.
Provide support to contractor meetings.
Maintain accurate compliance and building safety records.
Promote safety culture and publicity information.
Understand legislative changes and update procedures.
Provide administrative support including orders and payments.
General
Adhere to equal opportunities policy.
Promote diversity and respect.
Work in accordance with GDPR and data protection law.
Comply with health and safety requirements.
Take responsibility for personal development.
Attend training and meetings as required.
Be an effective team member.
Person Specification
	Area
	Skills and Experience
	Essential/Desirable

	Education and Qualifications
	Good standard of education
	E

	Knowledge
	Good knowledge of Microsoft products; Excellent knowledge of Excel; Knowledge of gas safety regulations
	E/E/D

	Experience
	Good administrative experience; Compliance contracts; Data analysis and reporting; Data reconciliation; Complaint resolution
	E/D/E/D/E

	Key Skills and Competencies
	Planning and organising; Excellent communication; Data analysis; Collaborative working
	E/E/D/E
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