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JOB PROFILE 

	POST
	Maintenance Officer
	DEPARTMENT
	Asset Management

	RESPONSIBLE TO
	Maintenance Manager
	SCALE
	AHA Grade 4 £39,536 - £43,927 plus Essential user car allowance

	
DIRECT RELATIONSHIPS: Maintenance Manager, Maintenance Operative, Maintenance Assistants, Project Officer, Clerk of Works, Housing Officers, Customer Service Advisors


	JOB PURPOSE

	· Provide an efficient, high quality and cost effective responsive and relet repairs service
· To arrange for all necessary repairs as a result of inspections or reports by
tenants by raising computerised work orders.


	KEY RESPONSIBILITIES

	· Arranging all necessary repairs arising from inspections or as reported by tenants by 	means of raising computerised Work Orders.

· Pre and post inspection and supervision of repair work.

· Carry out pre-termination inspections, liaise with tenants and housing officers and prepare reports.

· Carry out pre-transfer inspections, liaise with tenants and housing officers and prepare reports.

· Carry out pre-inspections of void house repairs, prepare report, liaise with staff and contractors to conclude repair works within target response times.

· Scrutinising contractors’ accounts for accuracy and value for money and passing for 	payment as outlined in the Invoice Processing Policy.

· Maintaining computerised property records, reporting and corresponding on maintenance matters as required.

· Obtaining competitive estimates and tenders for works above approved expenditure in accordance with the Association’s Policies and Procedures

· Preparing Reports on the general condition of property where it is considered that required repairs are beyond the scope of normal maintenance procedures.

· Assessing and approving tenant and owner requests for alterations to dwellings.

· Dealing with tenant enquiries on repairs and maintenance matters and carrying out regular inspections and report writing as required.

· Attendance at tenant and owner meetings as required.

· Drawing up maintenance checklists and specifications.

· Supervise Cyclical Maintenance Projects as required.

· Liaise with insurers and loss adjusters with regard to insurance claims resulting from damage to property.

· Provide repair and cost information to allow the Association to process rechargeable repairs.

· Keep up to date with enhancements to computerised property record systems.

· Regular contact and close co-operation with other members of staff, particularly the 	housing officers.

· Attend meetings with landscaping consultants, if necessary, and liaise on tenant and owner complaints and enquiries.

· Check details and liaise with owners where sale of land is being considered


· Liaise with tenants, social work department, staff, contractors, prepare specifications or Stage 3 Adaptation requests, post inspection works and verify invoices on completion.

· Respond effectively and timeously to owner occupier queries relating to responsive repairs and estate issues.

· Prepare specifications for contractors as and when required.

· Attend and take part in wider action projects which promote the works and the aims of the Association.

· Monitor contractors; performance by means of target response times for responsive and relet repairs.

· Monitor costs for responsive and relet repairs on a regular basis.


· Provide cover and support for Partner Maintenance Officer during annual leave or other absences.

· Provide support for senior staff, maintenance assistants and other Association staff.

· Ensure high levels of customer satisfaction.

· Assist with development of and carrying out Departmental Policies and Procedures.

· Any other duties which may from time to time be determined by the Director.


	QUALITIES/COMPETENCIES

	
· Commitment to demonstrating the Association’s values of Respect, Putting the Customer First, Social Values and Embracing Adaptability/Innovation in all areas of service delivery
· Deal with relevant tenant complaints regarding repairs issues, in accordance with the Complaints Handling Policy
· Display good judgement, patience and problem-solving abilities 
· Awareness of current housing and contractual issues and good practice
· Ability to work to and deliver on strict deadlines, providing detailed analysis with complex data
· Well-developed communication skills including verbal and written skills, negotiation and influencing
· Ability to engage with all audiences and to liaise effectively with a wide range of staff and external agencies
· Capacity to build professional relationships
· Demonstrate commitment to continuous improvement
· Flexible, adaptable and responsive to ever changing roles and responsibilities.


	QUALIFICATIONS/EXPERIENCE

	
Essential: 

· CIH Level 3 or relevant construction qualification
· Significant knowledge of building regulations and legislation, construction health and safety
· Understanding of the principles of Asset Management within an RSL Maintenance/Property environment.
· Knowledge of EESSH and SHQS
· Evidence of commitment to achieving professional standards

Desirable: 

· Relevant Professional Qualification
· Experience of social housing and /or Property Management 
· Outstanding communication skills.
· Ability to assess, plan and manage risk across operations and strategy. 
· Knowledge of IT systems and equipment


	OTHER REQUIREMENTS

	
· Full clean driving licence
· Full access to own car
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