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HOUSING ASSOCIATION




JOB OUTLINE
JOB TITLE
:
CAPITAL PROJECTS OFFICER


SALARY
:
Technical Grade: £28,857 - £38,618 per annum
Total leave 34 days rising to 39 days after 5 years
36 hour week
Flexi-time Scheme
Defined Contribution Pension Scheme
Optional Benefits
Private Health Care
Gym Membership [subsidised]
	MAIN OBJECTIVES of the POST

	1.1
	Contributing to the identification, programming and implementation of all capital and revenue work programmes by assisting the Capital Projects Manager.

	1.2
	Promote, on a daily basis, the Association’s Asset Management policies

	1.3
	Promote and ensure the delivery of a high quality service to all internal and external customers and stakeholders.

	ACCOUNTABILITY

	2.1
	Directly responsible to the Capital Projects Manager and accountable to the Board through the Head of Asset Management and the Chief Executive

	PRINCIPAL DUTIES

	3.1
	To assist with the delivery of the 30 year investment programme  and 5 year detailed plan and annual works programme, thereby contributing to compliance to the Scottish Housing Quality Standard (SHQS) and Energy Efficiency Standard for Social Housing (EESSH) specifically 

	
	a) Assisting with conducting sensitivity analysis of the capital and revenue programmes

	
	a) Investigating alternative solutions to elemental replacement

	3.2
	Assist the Capital Project Manager with delivery of the programmes of work by project managing the delivery of revenue and capital projects 

	
	a) Procure and deliver the contract by working within the framework set out by Project Contract Strategy and the Contract Management Policy seeking advice from appropriate consultants and with the approval of the relevant manager.

	
	a) Work with consultants and contractors to ensure delivery of the project in a timeous manner to the required standards and budget

	
	a) Liaise with other teams  within Almond to ensure the effective delivery of the programme

	
	a) Ensure effective communication of project details with tenants and owners with a view to maximizing their opportunities to participate

	
	a) To carry out post completion reviews as and when required by the appropriate manager.

	CUSTOMER SERVICE

	4.1
	Provide first class customer service at all times 

	4.2
	Comply with Almond Housing Association’s Complaints Handling process

	4.3
	Actively promote Almond Housing Association’s Equality & Diversity Policy and practice in all aspects of the job role as it relates to colleagues, tenants, service users, contractors.

	4.4
	Ensure that all contacts are prioritised and concluded satisfactorily.

	GENERAL

	5.1
	Prepare or contribute to Board reports as required by the relevant manager

	5.2
	Comply with Almond Housing Association’s Health & Safety Policy, reporting any matters of concern to your line manager.

	5.3
	Comply with Almond Housing Association’s Code of Conduct.

	5.4
	To ensure that all works are managed in accordance with appropriate policies, legislative and H&S requirements such as asbestos, gas safety, water hygiene, ,  CDM etc..

	5.5
	Contribute constructively to team meetings and the achievement of team objectives

	OTHER DUTIES

	6.1
	To co-ordinate tasks with other members of staff as required

	6.2
	To provide cover for other asset management staff as required in areas of general administration, inspection of properties and liaison with contractors

	6.3
	Such other relevant duties as may be determined from time to time

	6.4
	Assist the Development Manager in the delivery of the development programme as and when required
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