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JOB OUTLINE
JOB TITLE
:
REPAIRS MANAGER


SALARY
:
Prof Grade: £40,002 - £50,264 per annum   

Total leave 34 days rising to 39 days after 5 years

36 hour week

Flexi-time Scheme

Pension Scheme

Private Health Care

Gym Membership [subsidised]

MAIN OBJECTIVES of the POST
1.1 External and internal customer service is paramount.  The postholder is responsible for ensuring high quality support is provided to all internal and external customers and stakeholders

1.2 To manage, monitor and control the reactive repairs service 
1.3 Management of the reactive repairs team

1.4 Promote on a daily basis the Association’s repairs policies
ACCOUNTABILITY
2.1 Directly responsible to the Head of Asset Management and accountable to the management Board through the Chief Executive.
PRINCIPAL DUTIES
3.1 Customer Services
3.1.1 Provide first class customer service at all times to ensure that Almond Housing Association meets and endeavours to exceed customer expectations

3.1.2 Proactively manage relationships internally and externally

3.1.3 Constantly portray a professional image to colleagues and customers in person and in all communications

3.1.4 Promote and foster a strong, ethical, friendly and efficient team culture and working environment

3.1.5 Constantly maintain a high level of confidentiality and discretion with all information relating to our tenants, the business, Heads, information that you learn and/or obtain, colleagues and business activities in general

3.2 To manage the reactive repairs service under the supervision of the Head of Asset Management by:
3.2.1 Managing and supervising the Maintenance Supervisors and Maintenance Assistants whilst assuming responsibility for their elements of work

3.2.2 Managing the identification, specification and ordering of reactive repairs, gas servicing and landscape maintenance

3.2.3 Managing external contractors engaged on reactive works and servicing

3.2.4 Identifying and rectifying causes of dampness in properties

SECONDARY DUTIES
4.1 To implement the repairs policies through agreed procedures by:

4.1.1 Ensuring all data processing is conducted efficiently and effectively to enable accurate production of KPI data
4.1.2 Monitoring the performance of contractors against performance indicators through regular meetings and preparing reports for the Board
4.1.3 Carrying out tenant satisfaction surveys on an ongoing basis and recommending improvements to the service

4.1.4 Procuring, vetting and recommending suitable consultants and contractors, including under EU procurement rules and our Procurement Policy, to implement the works

4.1.5 Monitoring and controlling work on site and ensuring quality standards are achieved

4.1.6 Preparation of budgets and controlling expenditure on reactive repairs and voids, acting as contract administrator on term contracts

4.1.7 Investigating and preparing responses to complaints from tenants, factored owners and other members of the public

4.1.8 Identification and implementation of training needs for all staff involved in the reactive repairs service

4.1.9 Maintaining registers as required (e.g.  legionella, asbestos, etc.) and carrying out all necessary mitigating work
4.1.10 Approving tenant alteration requests and ensuring work is to an acceptable standard by arranging inspection on completion
5.1 To carry out ongoing liaison with Finance Section and Housing Management staff by:

5.1.1 Attending regular co-ordination meetings

5.1.2 Providing regular technical supervision of Housing Administration staff

5.1.3 Providing quotations of owner occupiers’ share of costs on common repairs
OTHER DUTIES
6.1 To provide technical advice and guidance to other members of staff as required

6.2 To provide cover for the Head of Asset Management and / or Capital Projects Manager as required, including management of other members of staff in the Asset Management section

6.3 Attending Board Meetings as required and liaising with outside bodies

6.4 Preparation of draft Board Papers as required

6.5 All other relevant duties as may be determined from time to time
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