
LONDON BOROUGH OF TOWER HAMLETS


	JOB DESCRIPTION



	Post Title:
Fraud Investigation Officer
	Post No.

       
	Grade:
J 

	Directorate:
Resources

	Division: 
Finance, Procurement and Audit

	Section:
Internal Audit, Anti-Fraud, Risk & Insurance


	Version: 0.2

Date agreed: TBC

	Have JE markings been attached?



	Responsible to: Investigation Manager 
   
Responsible for:  Some supervisory responsibility for apprentices and on the job training for new starters.

DBS Required?  Yes
Basic Check

Is the post politically restricted? No

Is a Travel Allowance Payable? No

Does this post attract an Essential Car User Allowance? No




MAIN PURPOSE OF THE JOB 

1. To work as part of a team of a multi-disciplined Fraud Investigation Officers ensuring that you contribute effectively on a day to day basis, meeting service targets and objectives whilst ensuring that work is undertaken in full compliance with legislation, statutory requirement and corporate policy and procedures whilst maintaining a high professional standard.

2. To maintain an up to date knowledge of criminal, civil and employment laws and procedures as affects investigative and professional standards.

3. To thoroughly and objectively investigate all forms of fraud impacting on the Council, Tower Hamlets Homes and companies in which the Council has an interest. This will include complex social housing fraud, Right to Buy fraud, insurance fraud (and liability/property damage matters) blue badge misuse, and all other forms of fraud and similar crimes perpetrated by the public, staff and Members, including internal disciplinary matters.   

4. Maintain accurate records of all investigation activity utilising the agreed systems (including LACHS were appropriate) and produce concise, clear and objectives reports on the outcome of investigation activity that can be used by management to determine the next appropriate course of action.  

DUTIES & RESPONSIBILITIES

1. To conduct allocated investigations in an efficient, timely and compliant manner using professional knowledge, initiative and experience to prioritise workload.  Ensuring a measurable return of work and thus effectively contribute to the achievement of individual and team targets in accordance with the team and corporate plan.

2. To act as Investigating Officer for any cases allocated ensuring transparency and compliance in all case file management responding to direction and guidance from the Investigation Manager where appropriate. 

3. To have a working knowledge of relevant legislation and where it impacts on allocated cases to effectively investigate all forms of fraud and abuse ensuring evidential compliance.

4. To ensure all evidence is gathered, stored and shared in accordance with appropriate legislation under DPA, CPIA and Council policies and procedures. Make appropriate use of systems to store the information in a secure manner.

5. [bookmark: _Hlk512249043]Analyse data, including highly complex/sensitive and/or confidential data, and form reliable, evidentially sound conclusions explaining them as needed to the Investigation Manager and other Council officers. 

6. Prepare and conduct interviews under caution using the PEACE model ensuring compliance with the Police and Criminal Evidence Act 1984 (PACE) and to provide primary disclosure in accordance with the codes of practice where appropriate.

7. Prepare and conduct interviews in accordance with the Council’s disciplinary policy and procedures and subsequently produce concise, clear, objective reports that may be used by the commissioning manager to determine whether there is a case to answer. Make recommendations to management for sanctions in accordance with statutory regulations and Council policy and procedures.

8. Work closely and liaise with management and other departments e.g. Human Resources to ensure the parameters of internal disciplinary investigations are understood and agreed and to report progress and outcomes in a timely manner. 

9. To conduct visits to and inspection of property wherever may be reasonably required and be prepared to carry out these tasks at unsocial hours or at weekends, if necessary.

10. To conduct site visits with the insurance claimant and/or their representative, taking statements, photographic evidence and measurements of defects where necessary.

11. To be responsible for the safe keeping of equipment used to gather evidence i.e. camera, video recorders, portable ICU machine etc. To be responsible for securely storing CCTV / interview recordings in accordance with Data protection. 

12. To maintain loss adjusting reports and comprehensive records for each insurance claim investigated showing the position of the claim at the start and any adjustments recommended to the value of the claim.

13. To ensure that any evidence gathered during such visits is evidentially compliant and to be aware of the requirements and constraints of the Regulation of Investigatory Powers Act (RIPA) and European Convention for Human Rights (ECHR) acting at all times in compliance. 

14. To ensure compliance with health and safety and personal security awareness when engaged in this type of work.

15. To compile accurate concise and evidentially compliant section 9 witness statements (criminal cases) or where appropriate statements of truth (civil cases) during the course of an investigation.

16. To identify when legal action needs to be taken in order to recover (re-possess) a property and advise Tower Hamlets Homes or the Registered Provider referring to management where appropriate.

17. To refer any cases to the Investigation Manager where it is felt that a criminal prosecution is appropriate, ensuring compliance with CPIA/prevailing best legal practice. These files to be considered for legal action by the Head of Internal Audit. 

18. Submit files to the in-house legal team and to Registered Provider’s legal teams in both criminal and civil cases in the form of schedules, witness statements and exhibits In an accepted and compliant manner ensuring evidential admissibility at all times. 

19. To attend and give evidence as an officer of the Council in criminal, civil and disciplinary proceedings, when requested and where appropriate to be in a position to brief management and/or the Council’s legal representatives on the conduct, process and findings of the investigation during such proceedings.

20. To make recommendations to the Investigation Manager when a case is considered suitable for Directed Surveillance Authority, after consultation and where appropriate to prepare a RIPA application ensuring full compliance with the tests of proportionality, necessity and demonstrating regard to the principles of ECHR. To attend Magistrates court under the instruction of the Council’s Legal Service to give evidence to the Magistrate / District Judge in support of the application. To ensure compliance with any subsequently issued authorised authority and to work within time limits as set by the legislation.   

21. Work effectively and collaboratively with other investigators in the team, other officers across the Council, Tower Hamlets Homes’ staff as well as officers from other local authorities, enforcement agencies, the police and government departments to maximise fraud prevention and detection and when allegations of fraud under investigation fraud cross boundaries and responsibilities.

22. At the direction of the Investigation Manager, report any incidents fraud or similar offences e.g. money laundering to the appropriate internal department of external organisation for further investigation.

23. Following the investigation process, and in agreement with the Investigation Manager, make recommendations to management on changes to processes and procedures that may be required to prevent a fraud in future.

24. To provide regular monthly management reports on the progress of investigations as well as case reports as requested by the Investigation Manager. Producing statistical information when required.
25. Where appropriate and as directed by the Investigation Manager to engage in pro-active anti-fraud exercises including joint initiatives with external partners. 
26. Contribute to fraud awareness training materials, delivery of training to other council staff on fraud matters and participate in publicity campaigns.  
27. To positively and professionally represent the interests of the council and Tower Hamlets Homes at appropriate internal and external meetings.

28. Support the Investigation Manager in delivering internal projects and in the development of standards, performance and operation of the Fraud Investigation Team to achieve continuing improvement.
29. Support the development of more junior and/or inexperienced staff, for example apprentices, by providing advice, guidance and direction whilst investigating allegations of fraud. 


General Terms

· To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s performance, development and review scheme. 

· Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation.  To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

· To undertake additional duties that may arise from time to time commensurate with the grade of the post. 


______________________________________________________________

SPECIAL TERMS AND CONSIDERATIONS

· To work evenings other antisocial hours as may be applicable during the course of an investigation.


	
Person Specification for the Post of

Social Housing Fraud Investigator
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Good knowledge of the fraud typologies that impact on local government and how to effectively investigate them, including social housing and insurance fraud. 

Thorough knowledge of relevant criminal, civil and employment legislation which impacts on fraud investigations including the Prevention of Social Housing Fraud Act 2013, the Fraud Act 2006, the Regulatory Investigatory Powers Act 2000 and the Data Protection Act. 

	E






E

	A/I






A/I


	Qualifications
& Experience

	Accredited Counter Fraud Specialist, or equivalent qualification.

Two years experience of effectively investigating criminal and/or civil allegations of fraud in the public sector. 

Recent and relevant experience of case preparation and presentation at criminal and civil court.

	E



E






E
	A/I



A/I






A/I

	
	Ability to plan, programme, deliver and monitor projects and programmes of work, in line with agreed timescales and outputs; ability to contribute to cross-service/agency projects.

Good organisational skills and be capable of achieving agreed deadlines and targets, whilst staying motivated and focused.

Clear verbal and written communication skills.

Experience of writing effective, influential reports.

Able to analyse complex problems, identify creative solutions and explain them clearly.

	D







E





E


E


E
	A/I







A/I





A/I


A/I


A/I

	
	Ability to develop effective partnerships within the council, with the private sector and other external agencies - both statutory and voluntary.  

Able to establish positive working relationships, and work closely with senior officers, external agencies, community groups and individuals.

Ability to deal effectively with confrontation or disagreement
	D






E






E
	A/I






A/I






A/I

	
	
Actively pursuing Continuing Professional Development as defined by professional body.

Committed to own learning and development.

Able to share good practice and experience and learn from others. 

	
D



E


E
	
A/I



A/I


A/I

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Maintains and encourages networking across teams and external partners to achieve the best outcomes. 

Takes swift action to resolve issues or conflicts, to build a positive team culture in the working environment. 
	E




E
	A/I




A/I

	We are OPEN and transparent

	Thinks about the people they communicate with and adjusts their style accordingly. 

Approachable and seeks 
regular internal and external feedback from people to improve how they and others do things. 

	E



E
	A/I



A/I

	We are WILLING to challenge, innovate and be accountable

	Respectfully challenges others, using data and observation to drive improved outcomes. 

Takes accountability for delivering own work, setting challenging goals for self. 

	E




E
	A/I




A/I

	We empower each other to be EXCELLENT and go the extra mile

	Understands the organisations direction of travel and actively supports that in their work and interactions. 

Takes the initiative to improve outcomes because they can explain the difference they have made. 
	E




E
	A/I




A/I

	We RESPECT all communities, they are the heart of everything we do

	Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service.
	E
	A/I

	Additional Requirements
	Willingness to work outside of contracted hours in the evenings and weekends subject to notice.


	E
	A/I






