LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Housing Investigation Officer
	Grade:


	PO2

	Reports to 

(Designation):
	Anti-Fraud & Corruption Team Manager
	Grade:
	PO8

	Directorate:
	Corporate Resources
	Section:
	Anti-Fraud & Corruption Team 


___________________________________________________________________
Main Purpose of the Job: 

To prevent, detect, and investigate housing fraud. To conduct reactive and proactive investigations either alone or in collaboration with Social Landlords, within legislative parameters and deadlines.  To obtain evidence legally, to record and retain this evidence securely.  To safeguard public funds and be aware of associated fraud, ensuring that timely referrals are made to the appropriate investigative body. To provide fraud awareness training and promote anti-fraud initiatives across the Council and with our partners. Represent the Council and our partners in court to ensure the recovery of social housing stock.  

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

Responsibilities
1.1
Undertake investigations on behalf of Lewisham Council and/or our partners to a high professional standard delivering an effective and efficient service.
1.2  
To represent Lewisham Council and it’s partners at meetings, forums and conferences held locally and nationally. 

1.3 
To determine the scope, timing and direction of investigations within the legal framework.  

1.4 
To ensure the public are dealt with professionally, maintaining confidentiality and integrity at all times. Ensuring that sensitive situations and confrontational matters are addressed using tact and diplomacy.              
1.5  
Undertake reviews and develop policies and procedures to identify opportunities to improve services.  To undertake regular reviews to prevent the risk of fraud.

1.6      Supervise the work of temporary and agency staff or apprentices within A-FACT  as required.                               

2.
Personal Duties
2.1 
To conduct tape-recorded interviews under caution on and off Council premises in accordance with Police and Criminal Evidence Act 1984 Codes C & E and Human Rights Act 1998.  
2.2 Ensure that all investigations are undertaken and records kept in compliance with the Police and Criminal Evidence Act 1985 (PACE), Fraud Act 2006, Investigatory Powers Act 2016, Criminal Investigations & Procedures Act 1985, Data Protection Act 2018 (DPA), Housing Act 1985,  Housing Act 1996, Theft Act 1977 and the Human Rights Act 1998 and any other relevant legislation.
2.3 Elicit information from a wide range of sources, obtain evidence, record, retain and reveal this  securely to ensure admissibility in a court of law. 
2.4 Undertake visits to residential properties and other sites in relation to investigations.

2.5 Undertake duties outside normal office hours if required and to travel where necessary as and when required in connection with housing investigation work.  This may involve working alone.

2.6 To manage and investigate a caseload of referrals from a variety of sources including any data matching exercise.  
2.7 In serious cases, instruct and direct the police during arrest, search and seizure of suspect’s property. This may involve unsociable hours and, for health and safety reasons, it may be required that a stab/bullet proof vest is worn. Attend police station to process and interview arrested suspects.

2.8 To ensure the safe custody of seized materials for the purpose of continuity of evidence and admissibility in a court of law. 

2.9 To manage, monitor and review a varied investigation caseload, prioritizing to meet service needs, targets and legislative deadlines subject to frequently changing circumstances and conflicting priorities.

2.10 Be aware of fraud trends and recommend anti-fraud initiatives to ensure deterrence, detection and prevention of fraud and irregularity, and loss to the Council and our partners.

2.11 Provide reports and statistical information as required, and make recommendations on improvements to systems and procedures and make best use of technology to support investigation work.
2.12 Recommend, prepare and present cases to the Council’s partner agencies to the standard for legal action to be taken. The follow up of this will at times involve negotiation with parties connected to the case.

2.13 Prepare case files for criminal proceedings in accordance with the Criminal Procedure and Investigations Act 1996, consisting of sworn witness statements, exhibits, unused material and sensitive material. Contact and forewarn potential witnesses.

2.14 Identify and refer possible cases of internal fraud to the A-Fact Manager, highlighting any internal control weaknesses to prevent future fraud and loss to the council.

2.15 Assist in the preparation of responses to elected members’ and MPs’ enquiries.

2.16 Undertake covert directed surveillance (foot, mobile and static) on suspects. To be conducted within the parameters of the Regulation of Investigatory Powers Act 2000 and the Human Rights Act 1998.

2.17 Liaise with the Council’s Press office to publicise the results of successful cases, to promote deterrence to fraud. 
3 Knowledge
3.1 Maintain knowledge of the criminal justice system and the latest issues in local government finance and audit, with particular regard to fraud and irregularities.

3.2 Maintain a good knowledge of legislation which impacts on other work within A-FACT for the purpose of effective joint working,  i.e. with housing investigations and special investigations.     

3.3 Maintain a detailed working knowledge of legislative parameters for investigations: Police and Criminal Evidence Act 1985 (PACE), Fraud Act 2006, Investigatory Powers Act 2016, Criminal Investigations & Procedures Act 1985, Data Protection Act 2018 (DPA), Housing Act 1985,  Housing Act 1996, Theft Act 1977 and the Human Rights Act 1998 and other relevant legislation.
4 Provide guidance and support to staff at all levels and across the council on fraud .    
5 Represent the Council and partner agencies by giving evidence at crown, magistrates’ and county courts and giving benefit advice and support to Council solicitor/barrister. 

6 Create, prepare and deliver effective fraud awareness training to employees, councillors and outside organisations.   

7 Carry out the duties of the post with an understanding of, and commitment, to customer care. 

8 Internal contacts - Develop and maintain contacts with other departments and officers in the council to assist with the detection and investigation of fraud & corruption e.g. Trading Standards. 
9 External Contacts - Develop and maintain contacts with government agencies/ departments including; Department for Work and Pensions (DWP), Counter Fraud Investigation Service, Financial Investigations and DWP Organised Fraud, Job centre Plus, UK Border Agency, HM Revenue and Customs, The Courts, Foreign Embassies.

10 To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.
11 All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
12 All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public.
13 Assist in carrying out the Council's environmental policy within the day to day activities of the post.
14 Undertake other duties, commensurate with the grade, as may reasonably be required.
Consideration will be given to restructuring the duties of this post for a disabled post holder
THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:

Nil
Title:





Grade


No of posts

Number of partially managed staff:
Nil
Title:





Grade


No of posts
PERSON SPECIFICATION
JOB TITLE:
Housing Investigation Officer



POST NO:  
DEPARTMENT:
Anti-Fraud and Corruption Team                              GRADE:    PO2 
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the short listing and interview process for this post. 

Those categories marked 'S' will be used especially for the purpose of short listing.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

1.
Equal Opportunities






            Shortlist Criteria


An understanding of and commitment to implement the 


Council’s Equal Opportunities polices.




S1

Awareness of Equal opportunities Issues.





S2

An understanding and commitment to customer care



s3
2.
Knowledge



Understanding of the statutory and regulatory requirements,

s4

responsibilities and obligations relating to the investigation


of Housing fraud within a large complex and diverse local authority.


Knowledge of procedures involved in preparing criminal prosecutions



and the provisions of the Police and Criminal Evidence Act so far as it


relates to evidence collection.









   


Detailed knowledge of current issues facing the investigation of housing   
s5

related fraud and the impact on social housing providers








Extensive knowledge of Housing Law and associated legislation

s
6


       


Detailed knowledge of the role and functions of local government 







Knowledge of welfare rights issues












Good knowledge of key IT and database systems



s
7






3.
Aptitude




Ability to plan and manage cases and develop excellent working


relationships with colleagues, and external partners


Ability to plan and interpret complex information and understand the


impact this has on the investigation of housing related cases and as


necessary  criminal investigations and prosecutions



Ability to meet deadlines and show good attention to detail, and work 


on own initiative
                  Ability to work within a team setting, and make sound technical judgments

      Ability to work under pressure  and to deadlines and present cases in 

      court in a professional manner

      Ability to think creatively and laterally

Ability to provide statistical information for Managers and to apply a critical 
thinking process to investigations/problems by actively conceptualising, evaluating, 
analyzing and synthesising information and data gathered by observation, 
communication, arguments and experience

4.             
Skills


Excellent report writing skills

Excellent interpersonal skills, verbal communication and reasoning skills 
interviewing, negotiating and communicating skills

Demonstrate an ability to communicate complex issues to senior management staff    s8
and external organizations

Ability to manage a diverse caseload of housing related investigations and set 

down priorities, objectives and deadlines whilst maintaining key priorities 

and accountabilities

Excellent organisational skills

IT skills including MS office, SharePoint, Database, Excel, Academy Housing and 

external specialist applications as required


Demonstration of conflict management skills

Good, presentation, training, written, and communication skills

5 Experience      

             Experience in an investigation environment    
s9

 Undertaking reviews and developing policies and procedures




                   for implementation                                                                                                  

 Experience of preparing reports for senior officers and handling

s10
 confidential  personal information   






 

 Experience of dealing directly with the public providing advice  and support to 

s11

 internal and external partners regarding housing fraud





6.
       Professional Qualification(s) 

 
       Accredited Counter Fraud Specialist (ACFS) or equivalent such as PIN’s

s12


       Good general education with good standard of literacy and numeracy
7.                Personal Qualities    

                   Able to work under pressure

                   Flexible approach

 Able to develop and maintain productive relationships within and outside the service

    
       Highly motivated

 
       Strong commitment to probity, honest and openness, treating people consistently

       fairly and with respect

       Commitment to learning and continuous improvement 

8.
       Special Requirements     

       Able to work outside of normal working hours
Able to work at any site within the Borough

