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CHISEL MAINTENANCE OFFICER

JOB DESCRIPTION

Objectives
To develop a demonstrable knowledge of the condition of the Organisation’s Assets to inform, formulate and manage a rolling five year planned maintenance programme.
To provide a high quality repairs and planned maintenance service ensuring all stock owned and managed by the Association is maintained to high standard.  

To work effectively with CHISEL’s contractors and Managing Agents to ensure the responsive maintenance service provided meets the agreed standards of service delivery.

To ensure the responsive repairs service provided meet the agreed standards of service delivery

This role is a new role and is subject to review. It is initially offered for a fixed 6-month period. The post holder is expected to be flexible in relation to the exact nature and mix of the duties required. 

The line manager for this post is the Operations Manager.

Key Tasks: 

1. To liaise with internal and external customers in respect of general reactive and planned maintenance matters.  
2. Ensure that works are instructed and authorised in accordance with the Association’s agreed procedures
3. To independently manage and liaise with contractor’s consultants, tradesmen and sub-contractors as required, ensuring works are carried out to a high standard in accordance with agreed timescales and budget; and to ensure all relevant Health and Safety regulations and requirements are met in full.
4. Maintain the necessary relevant  records and systems - e.g. enter completed data and raise accurate orders, to the relevant contractor
5. To complete pre and post surveys/inspections of properties requiring reactive and planned maintenance repair works.

6. To prepare detailed work specifications, plans and tender documentation, as required and to lead on the procurement of the required work.

7. To act as Contract Administrator for allocated repair and maintenance contract works.

8. To maintain a detailed overview of the Reactive Maintenance budget, including reporting directly to the Operations Manager to ensure effefcti9ve use of the Council’s financial resources.

9. To lead on the investigation of reports and complaints received in respect of the maintenance service.
10. To assist in identifying improvements in all areas of service delivery. Assist with the drafting and implementation of procedures to standardise tasks
11. To assist as required with the creation, management and maintaining of the property and estates computerised filing and information system as directed by the Operations Manager.
12. Undertake personal development and CPD training as necessary to keep up to date with legal, political, financial and other developments in the fields of property management and construction.
1. Contracts Compliance

2. Ensure all contracts/agreements are complied with

3. Maintain robust monitoring systems in and provide monthly performance information in keeping with the relevant  KPIs: 

· Completions 

· Tenants’ satisfaction

· Gas servicing

4. Authorise expenditure up to set limits all in accordance with agreed procedures and financial standing orders.  
5. Ensure that the list of approved contractors for reactive maintenance services is kept up to date in relation to all the Association’s  requirements

6. Review on periodic basis the approved contactors list for best value.
7. Voids 
8. Complete the void inspection within set target times 
9. Prepare specification of works and log all work for contractor completion 

10. Obtain Gas , electric, EPC, certificate

11. Planned programme 
12. Work along with the Operations Manager to devise a planned programme of works for each rolling year i.e.- Bathroom replacement, window , door and boiler replacement programmes 

13. Prepare and plan for 6 year cyclical works to CHISEL properties

14 Health & Safety
15. Deliver the Health and Safety requirements of the role

16. Familiarise and review risk assessments for the role.

17. Collate and complete when necessary, accident and incident reports,

undertake investigations and recommend appropriate action to prevent future occurrences.

18. Undertake relevant duties in accordance with The Construction (Design & Management) Regulations.

General

· Comply with the Association’s Health and Safety Policy at all times, reporting any hazards or accidents to his/her line manager or another appropriate manager immediately and to take all appropriate and necessary action when needed
· Comply with all the Association’s policies, procedures, financial regulations and standing orders
· Regularly update records and files on any risks associated to the role and responsibilities of the post
· Provide an excellent service to all customers that contact the Organisation either by personal visit, phone call or email and to help foster good landlord/ tenant relationships, including working with residents’ groups

· To promote the image of the Association  by ensuring a high standard of presentation for all internal and external reports, briefing papers and other documents when writing and providing information to internal and external stakeholders, clients, users and staff
· Contribute to the team's performance and customer service delivery whilst operating in line with CHISEL’s values
· To ensure that confidential matters remain confidential and to maintain files of confidential and high value documents in a secure location
· To provide cover for other staff members carrying out housing and administrative roles within CHISEL as required
· Comply with the CHISEL’s Code of Conduct at all times and to act at all times in a manner that is courteous and polite towards others

· The post holder will be expected to actively promote the Association’s  Equality and Diversity Policy in all aspects of his/her duties and to act in a manner that upholds the values of good community relations across all the protected characteristics as set out within the Equality Act 2010

· Undertake any other duties commensurate with the role.
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	Knowledge and Skills

· Excellent IT skills and proficient in use of Word, PowerPoint, Excel, and Outlook
· Customer focus
· Able to review documents, offering support and information to the line manager in relation to activities of the Organisation
· Excellent interpersonal skills, able to communicate well with a range of people
· Financial Awareness

· Judgement and ~Decision Making

· Efficient and effective communication
· Able to respect diversity and assist in promoting equality of opportunity

· An excellent team player

· Excellent time management and organisational skills

· Good understanding of health and safety legislation

· Understanding of DBS requirements
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	Education/Qualifications

· Equivalent to at least 5 GCSE grades A-C

· Building related qualification or other relevant housing qualification
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	Experience

· Previous experience of working in a similar role

· Working to senior management on similar responsibilities

· Previous experience in taking the lead role on property services management functions to assist the Operations Manager and other  staff

· Experience of using a range of dedicated IT programmes 

· Experience of working in a pressurised environment, utilising tact, judgement and discretion in handling internal and external contacts

· Experience of working with and sensitively responding to external professionals such as contractors, consultants and service providers

· Assisting the Operations Manager preparing Committee  papers, briefing reports and providing information services or similar experience
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	Personal Qualities

· Able to maintain confidentiality at all times

· To take the initiative, develop new ideas and improve the quality of service delivery

· To work closely with the Operations Manager and have the ability to take lead responsibility

· To observe CHISEL’s code of conduct at all times

· Able to work in the evening and at weekends and occasional bank holidays when required

· Actively promote the organisation’s equality and diversity policies

· To comply with the organisation’s Health and Safety Policy
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