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OADBY AND WIGSTON BOROUGH COUNCIL
JOB DESCRIPTION

	
	POST TITLE:
	Housing Maintenance Officer
	

	
	POST NO:
	TBC
	

	
	TEAM:
	Housing Maintenance Team
	

	
	GRADE:
	Band 7
	

	
	SERVICE:
	Built Environment
	

	
	RESPONSIBLE TO:
	Senior Property Surveyor
	

	
	RESPONSIBLE FOR:
	Maintenance Operative (x2)

Administration Support Officer (x2)
	


JOB CONTEXT:
1. The Council has over 1,200 homes and the post holder is responsible for overseeing delivery of responsive maintenance to these properties.
2. To work closely with the Customer Services Centre to ensure repair requests and day to day maintenance issues relating to the Council’s housing stock are dealt with efficiently and effectively.

3. To work closely with the lettings officer to carry out rapid inspection of vacant properties, to schedule and arrange repairs and safety checks ready to let.
4. Deliver and promote a culture which places customers first and delivers high performance evidenced through customer feedback and KPI dashboard.
MAIN DUTIES AND RESPONSIBILITIES:
1. Oversee the work of contactors as necessary to ensure, safe working practices, protection of tenants belongings, quality of work and value for money.  Agree any variations and authorise payments up to the financial limits for the post.  
2. Carry out pre inspections and post inspections surveys of Council owned properties to ascertain the nature and extent of any necessary repairs and to check works against contractor’s invoices.  Provide either written or over the telephone details of the work that needs to be ordered.  
3. Carry out post inspection of all relets, quoted jobs, and jobs where there has been a complaint plus a sample of other jobs each month.  
4. Organise and manage repair works to void properties from receipt of keys to lettings stage.  Updating the re-let monitoring spreadsheet(s) and documents as required.  

5. Obtain quotes in accordance with Oadby & Wigston Borough Council Contract Procedure Rules, raise orders and update the computerised housing maintenance system and other databases as required.  
6. Respond to any repairs enquiries or complaints that are received by e.g. telephone, letter or e-mail or are forwarded to you on DASH (the customer relationship management system) or electronic systems.  

Passing other enquiries, such as permission to carry out improvements or alterations etc. to other officers as directed.  

7. Refer requests (without visiting) for planned / capital work e.g. boiler, kitchen or bathroom replacements to be checked against asset records / programmes.  If no works are due then process the request on a repairs only basis.  
8. Follow written procedures, legal and regulatory requirements and good practice at all times.  
9. Manage the Responsive Maintenance & Relets budget ensuring expenditure is kept within budget. 
10. Ensure a copy of the Asbestos Management Survey Report is pinned up in all routine relets.  Carry out an annual inspection of all internal common areas to check the condition all asbestos containing materials against the most recent asbestos survey report.  Include to arrange for new Asbestos Management Survey Report(s) to be completed where necessary.  

Promote asbestos awareness and safe working practices within all maintenance activities and property repairs.  
11. Ensure good practice with regard to health and safety of customers, contractors, staff and the general public.  Carry out risk assessments as and when required.  Use / wear personal protective clothing at all appropriate times.  
12. Give advice, guidance and support to O&WBC Customer Services Centre staff in dealing with repair requests.  Review and authorise the work orders raise by the Customer Service Centre on a daily basis.  
13. Oversee computerised and manual systems and records that are required for the effective operation of the service.  Produce monthly performance information covering contractor performance, customer satisfaction and finical performance.  
14. To effectively line manage staff including management of sickness, performance management and appraisals, staff training & development and recruitment reporting back to the Senior Property Surveyor.  
15. Programme and manage the work of 2 No. Maintenance Operatives, provide and deliver tool box safety talks regarding day-to-day maintenance and repair tasks.  All other training to be programmed and authorised by other Oadby & Wigston Borough Council officers.  

16. Check cleaning and gardening services are being delivered in accordance with contract and when instructed by other O&WBC officers attend multi-agency and / or customer estate inspections.

17. Oversee bulk clearance from estates (gardens, internal areas and dustbin areas).

18. Help to develop the service overall by identifying ways in which improvements can be made to the current ways of working.  
RESPONSIBILITY FOR RESOURCES: 

The post-holder will be required to ensure that any data systems under his/her control are kept secure and properly managed.
Any testing and monitoring equipment, such as e.g. mobile telephone(s), digital camera, damp meters, infer-red thermometer and miscellaneous tools etc. must be stored securely when not in use and returned at the end of your employment.

The maintenance operatives have use of a flat-bed truck during working hours. The drivers are responsible for this on a day to day basis. The depot oversees driver training and licencing plus carries out repairs. You are responsible for ensuring, as far as you reasonably can, that this is used safely and responsibly.
KEY FUNCTIONAL LINKS WITH:

Internal:
All employees of the Council and Elected Members. 
External:
Residents of the Borough the General Public, other Local Authorities, external suppliers and consultants, and other external bodies, partnerships and organisations as required.

WORKING CONDITIONS AND ENVIRONMENT

1. The post is situated within the Main Council Offices at Station Road, Wigston but requires regular attendance at the Bell Street Customer Services Centre and may require occasional attendance at other Oadby & Wigston Borough Council locations.  
2. The post holder may be required on occasion to work outside normal working hours to attend meetings or other occasions when your professional attendance is required. This will be reimbursed as time off in lieu at the appropriate rate.  
3. This post is designated a casual user car allowance and use of a car is required for visiting tenants homes and other Oadby & Wigston Borough Council locations.  
4. The post holder will be subject to a Disclosure Barring Service (DBS) check.  
CORE WORKING HOURS OF EMPLOYMENT
Monday to Thursday;

0845hrs to 1645hrs

Friday

0845hrs to 1615hrs
ADDITIONAL REQUIREMENTS

1. This job description outlines the main duties of the post but does not exclude other duties, which may be undertaken to ensure the efficient operation of the department.  Other duties required will be consistent with those listed above and appropriate to the title and grade of the post.  
2. Ensure equality of opportunity for all people, in service provision and in employment, and to work in a non-discriminatory manner in accordance with the Council’s Equal Opportunities Statement.  
3. Comply with the provisions of the Data Protection Act 1998 G.D.P.R., the Computer Misuse Act 1990, the Human Rights Act and the Freedom of Information Act 2000, or any amendment or any statutory re-enactment thereof at all times.  
4. To take all necessary steps in order to ensure that information acquired through their employment or contained within the Council is kept confidential.  
5. This job description is a record as at the date below.  Any changes to the job description will be carried out in consultation with the post holder, who will be expected to participate fully in such discussions.  It is the Council’s aim to reach a mutual agreement to reasonable changes but if this is not possible the Council reserves the right to implement reasonable changes to the job description after consultation with the post holder.  
6. Carry out all duties outlined above in accordance with all Oadby & Wigston Borough Council Policies and Procedures.

April 2019
Oadby and Wigston Borough Council 
Person specification
	Job Title: 

Housing Maintence Officer 
	Team: 

Housing 
	Salary Band: 

Band 7
	Car Allowance level:  

Casual Car User 
	Employment Status: 

Permanent 
	Hours per week: 

37 (Full Time) 

	Criteria 
	Essential 
	Method of Assessment
	Desirable 
	Method of Assessment

	Qualifications and Processional or Vocational qualifications 
	· HNC, or equivalent in Property Maintenance or be able to demonstrate equivalent experience. 

· Full valid driving license and access to a car.
	App, E

App, E 
	· Health and Safety training within construction. 

· Asbestos awareness. 
	App, E 

App, E 

	Relevant experience and knowledge 
	· Substantial building knowledge and experience of carrying out housing maintenance repairs surveys and inspections on a variety of properties. 

· Experience of managing works to void properties.

· Experience of contract management, overseeing programmes of work and day to day liaison with contractors. 

· Experience of obtaining quotes for maintenance work. 

· Experience of using an IT based system for property repairs.

· Experience of dealing with members of the public and positively resolving complaints.
	App, Int 

App, Int 

App, Int 

App, Int 

App, Int 

Int, 
	· Understanding of Local Government structure and framework.

· Experience of repairs and maintenance work in social housing properties.

· Compiling tenders for contracts of work.

· Gas and electrical regulations.
	Int 

App, Int 

App, Int 

App 

	Skills and Abilities 
	· Strong communication skills, being able to deal with people at all levels, sometimes in challenging situations.

· Able to organise and prioritise workload to meet deadlines. Work effectively under pressure and cope with a variety of situations.

· Able to take the initiative and make decisions when required.

· Ability to use Microsoft office.
	App, Int 

Int 

Int 

App, Int  
	· Ability to deal with politically sensitive issues.

· Experience of compiling work based risk assessments.

· Experience of the Orchard Housing Management System.


	Int 

App, Int 

Int 

	Attitude and Motivation 
	· Committed to an excellent housing maintenance service to a diverse range of residents, including vulnerable people.

· Works well as part of a team.

· Experience of working with customers from a diverse range of backgrounds, including vulnerable people.
	Int,

App, Int 

Int
	
	

	Assessment Key: 
	E = Evidence 
	App = Application Form 
	Int = Interview 
	T = Test/Assessment 


