JOB SPECIFICATION

JOB TITLE: 			Local Land Charges and Address Assistant
DIRECTORATE:		Resources
UNIT:				Legal and Democratic Services
GRADE:			10 (Part Time 20 hours per week)
RESPONSIBLE TO:	Local Land Charges and Address Manager
RESPONSIBLE FOR:	None

MAIN PURPOSE OF THE JOB:
To provide administrative support for the Council's statutory Local Land Charges, Street Naming and Numbering (SNN) and Local Land and Property Gazetteer (LLPG) services.
To process and maintain records relating to Local Land Charges and Street Naming and Numbering, ensuring information is accurate, up to date and maintained in accordance with relevant legislation, national standards, HM Land Registry (HMLR) requirements, Council policies and established procedures.
To assist the Council's designated Address Custodian with the maintenance of the Local Land and Property Gazetteer and associated address data.
To provide advice and information to customers, colleagues and external organisations regarding the services delivered by the team.

MAIN DUTIES
Assist in the day-to-day administration of the Local Land Charges, Street Naming and Numbering and Local Land and Property Gazetteer services by undertaking the following duties:
Local Land Charges
1. Receive, validate and process electronic Local Land Charges applications in accordance with statutory requirements, Council procedures and service standards. 
1. Assist with the administration of the Local Land Charges service following migration of the Local Land Charges Register to HM Land Registry, ensuring information is accurately maintained and enquiries are dealt with in accordance with agreed procedures. 
1. Process Local Authority Search requests, including CON29 enquiries where appropriate, ensuring information is obtained from relevant service areas and responses are issued within agreed timescales. 
1. Maintain Local Land Charges records and associated documentation, ensuring information is complete, accurate and up to date. 
1. Respond to enquiries from solicitors, conveyancers, personal search companies, members of the public and other customers, providing information and guidance within established procedures and referring complex matters where appropriate. 
1. Liaise with HM Land Registry regarding operational matters, data queries and requisitions as required. 

Street Naming and Numbering
1. Process Street Naming and Numbering applications in accordance with the Council's Street Naming and Numbering Policy and relevant legislation. 
1. Prepare consultation correspondence and liaise with developers, Royal Mail, emergency services, parish councils, ward councillors and other consultees as part of the Street Naming and Numbering process. 
1. Maintain accurate records of approved street names and property addresses ensuring compliance with BS7666 and national addressing standards. 
1. Calculate application fees, issue quotations, maintain financial records and undertake reconciliations in accordance with Council procedures. 
1. Respond to enquiries relating to Street Naming and Numbering, property addressing and related services. 

Local Land and Property Gazetteer (LLPG)
1. Assist the Council's Address Custodian with the maintenance of the Local Land and Property Gazetteer (LLPG). 
1. Create, amend and maintain property, street and land records, including Unique Property Reference Numbers (UPRNs), ensuring compliance with BS7666, GeoPlace requirements and the Data Cooperation Agreement. 
1. Undertake routine data validation, matching exercises and quality checks to maintain the accuracy and integrity of LLPG data. 
1. Liaise with Planning, Building Control, Council Tax, Electoral Services, Housing, Environmental Health, Highways and other Council services to ensure address and property information is maintained accurately. 
1. Assist in resolving data discrepancies by obtaining information from internal and external sources. 
1. Maintain an awareness of changes to legislation, guidance, national standards and working practices relevant to Local Land Charges, Street Naming and Numbering and LLPG. 

General
1. Assist with site visits where required to verify property locations, street layouts or addressing information. 
1. Maintain accurate electronic and paper records in accordance with Council procedures. 
1. Produce routine correspondence, reports and statistical information as required. 
1. Work as part of the Local Land Charges and Addressing Team, providing support to colleagues and contributing to the effective delivery of the service. 
1. Undertake general administrative duties associated with the work of the team. 
1. Undertake such other duties as may reasonably be required, commensurate with the grade of the post. 
1. To safeguard children, young people and adults at risk and make referrals to the appropriate agency.

	Criteria
	Essential / Desirable
	Method of Assessment
A – Application
I - Interview
T - Test
D - Documentary Evidence


	Qualifications and Training
	
	

	Local Land Charges Accreditation 
	D
	AID

	5 GCSE’s including Maths and English (or equivalent)
	E
	AD

	Experience
	
	

	Experience of working in an administrative role.
	E
	AID

	Experience of working in a Local Government
	D
	AID

	Experience of working in a Local Land Charges role
	D
	AID

	Knowledge and understanding
	
	

	Ability to pick up new systems and processes quickly 
	E
	AIT

	Knowledge of ESRI GIS or other mapping software
	D
	AI

	Knowledge of MS Access
	D
	AI

	Knowledge of supporting IDOX Uniform Systems; TLC & SNN
	D
	AI

	Good understanding of the LLC Register and formal registering processes
	D
	AI

	Detailed knowledge of the LLC Act 1975 and LLC Rules of 1977
	D
	AI


	Skills and Abilities
	
	

	Ability to use outlook and other web browser applications
	E
	AIT

	Ability to use Microsoft Office (Word, Excel, PowerPoint)
	E
	AIT

	Ability to read technical drawings & plans to interpret development
	E
	AIT

	Ability to work flexibly as part of a team or confidently on
your own
	E
	AI

	Ability to communicate effectively demonstrating clear communication skills both written and verbally.
	E
	AI

	Experience of producing high quality accurate work under pressure and to meeting deadlines, paying close attention to detail
	E
	AI

	Ability to prioritise & organise workloads.
	E
	AI

	Ability to understand and implement policy and procedures relevant to the role
	E
	AI

	Competences
	
	

	Demonstrate confidence in their position
	E
	AI

	Delivers what they have agreed with the customer
	E
	AI

	Advocates customer satisfaction as a key value for themselves and for the council
	E
	AI

	Deals effectively with dissatisfied customers
	E
	AI 

	Ensure the effective and efficient use of time and resources
	E
	AI 

	Is prepared to adapt their approach to overcome obstacles 
	E
	AI

	Responds constructively to change in agenda or priorities 
	E
	AI



COMPLEXITY AND CREATIVITY
The postholder works within established legislation, procedures and guidance relating to Local Land Charges, Street Naming and Numbering and the Local Land and Property Gazetteer. The work requires accuracy and attention to detail when processing applications, maintaining records and responding to enquiries.
The postholder is required to identify discrepancies in information received from a variety of sources and take appropriate action to resolve routine issues or refer more complex matters to the Local Land Charges and Address Manager. The role requires the ability to organise workloads, meet deadlines and adapt to changing priorities.

JUDGEMENT AND DECISIONS
The postholder is responsible for ensuring that work is completed accurately and in accordance with legislation, Council procedures and service standards. Judgement is exercised in checking information, identifying discrepancies, determining when additional information is required and deciding when matters should be referred to senior officers.
Errors or omissions may affect the accuracy of property records, legal searches, addressing information and customer service and may result in additional work or delays to statutory processes.

CONTACTS (INTERNAL 70%, EXTERNAL 30%)

Internal:
Face to face, telephone and in writing with other Council Officers with the objective of processing information.  

External:
Face to face, telephone and in writing. County Council, Stake Holders, Estate Agents, other Local Authorities, Clients, Personal Search Agents, Solicitors, members of the public, Parish Councillors, Ward Councillors, Developers, Search Hubs, Royal Mail, Emergency Services and HM Land Registry.

