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	                                                            Job Description

	Job Title:
	Senior Maintenance Officer 


	Department:
	Housing Maintenance
	Grade:
	8 

	Reporting to:
	Senior Management Team

Director / Management Board
	Date Reviewed:
	February 2025

	1. Job Summary / Overview


	
· Operating within a strong performance culture you will be expected to deliver excellent performance results.
· You will have an innovative approach and be solution focussed
· You will be empowered to deliver right ‘first time’ services, offering personalised solutions for our customers and the community. 
· You will be instinctively customer focussed and have a can do attitude to ensure that our customers’ experience of service is always positive.
· You will understand the importance and work with Drumchapel Housing Co-operative’s DHCL) colleagues and partner agencies to achieve great outcomes.
· You will carry out your duties to ensure compliance with DHCL’s values, behaviours, objectives, policies, procedures, priorities, service standards and key performance indicators
· As the Co-operative operates in a changing environment, flexibility by you and all staff is essential. 
· DHCL is committed to Equality and Human Rights and all your tasks / duties must be carried out in accordance with our Equality and Human Rights Policy.
.

	2. Values and Behaviours


	
DHCL Core Values are inherent in everything we do. These values are:

· Excellence – We are committed to providing a quality, customer focused service that demonstrates value for money.  We will publicise information on how we are performing, welcoming challenge and feedback to continuously improve the effectiveness and relevance of the service we provide. 

· Accountability – Our Board and senior staff team will provide strong strategic leadership and oversight, with non-senior staff at the forefront of delivery, ensuring tenants’ interests are protected in all that we do.  We will ensure that our actions are transparent. 

· Partnership working – We will work collaboratively with all sections of the local community.  This includes working collectively and individually with our customers, other registered social landlords, and statutory and voluntary sector partners working in Drumchapel to improve the lives of our tenants.  We will continue to be a proactive member of the local community, seeking out new, innovative ways to address issues that impact our residents.

Behaviour statements are a way of explaining how we, as individuals, live the DHCL values. The following behaviours are expected from all of our people:

· Communicating in an honest, open and transparent way.
· Embracing change
· Building great relationships
· Acting with courtesy and consideration
· Valuing everyone’s contribution
· Delivering excellent service
· Engaging with customers



	3. Job Purpose – Main Objectives


	
This job description is a general guide to the basic tasks / duties which you are typically expected to perform or be responsible for. It is not necessarily exhaustive and other duties of a similar type and commensurate with your salary grade may be expected. It should also be noted that you are required to agree work priorities and tasks to be completed on a regular basis with your Line Manager.  

The main job objectives are as follows:

· Assist and support the Senior Management team in the delivery of an excellent repairs, maintenance and regeneration service that is customer focussed, legislative and regulatory complaint and sustains high levels of quality in a right first-time culture.

· Ensure that DHCL’s stock is maintained in good condition.

· Ensure that all works are completed in line with DHCL’s targets in relation to Scottish Housing Quality Standard, Social Housing Net Zero Standard, reactive, cyclical and planned maintenance.

· Ensure contracts and repairs are carried out to a high standard meeting the aims of DHCL and delivering an excellent customer focussed service.

· Ensure that effective and accurate stock records are maintained.
· Ensure that money is spent effectively in accordance with DHCL’s agreed budget priorities. 

· Ensure that comprehensive, accurate and up to date asset management and property records, reporting and administrative systems are implemented, maintained and updated.

· Provide accurate, reliable and timely reports and information for reports for the Senior Management team and Management Board and attend meetings as required. 

· Assist in the completion of the Annual Return on the Charter any other statistical returns.  

· Work and liaise effectively with technical and housing services colleagues to maximise performance and enhance service delivery, focussing on problem resolution and high levels of satisfaction.

· Provide an efficient, courteous, effective and responsive service to all customers in relation to all matters.  

· Work in an efficient manner which delivers value for money for DHCL and our customers.

· Ensure work undertaken complies with all legislative, statutory, regulatory and contractual responsibilities, highlighting any non-compliance concerns to the Senior Management team immediately.

· Be responsible for your and technical services team members training requirements and  learning in relation to roles and proactively seek ways to improve knowledge and skills via continuous improvement and personal development.

· To attend external forums and training as required.

· Act as a role model for other colleagues and also as a representative of DHCL when attending conferences, seminars, training sessions etc.


	4. Main Duties 


	
4.1	General

· Deliver an efficient, effective, responsive, good quality repairs and maintenance service.

· Deliver an effective responsive, void, planned and cyclical repairs and estate maintenance by co-ordinating the direct provision of the day-to-day services.

· Implement effective monitoring regimes on work quality and efficiency.

· Ensure that all responsive repairs, void, planned and cyclical works are accurately specified, instructed and completed whilst monitoring allocated budgets.

· Ensure that pre and post maintenance inspections are carried out in accordance with DHCL policy, procedures and standards and targets.

· Ensure that void inspections are carried out, works authorised and effective liaison with contractors takes place to ensure they are completed within agreed timescales and quality standards.

· Monitor day to day repairs reporting and ensure that they are instructed correctly and also completed within agreed timescales and quality standards.

· Ensure that insurance claims, customer complaints and enquiries in respect of DHCL properties and maintenance service are dealt with in accordance with DHCL policy and procedures.

· Ensure that rechargeable repairs are identified in accordance with DHCL’s policy and liaise with other appropriate colleagues.

· Ensure that any aids and adaptations referrals made to DHCL are processed effectively, efficiently and timeously.

· Ensure achievement of the Social Housing Net Zero Standard, the continued achievement of the Scottish Housing Quality Standards and any future standards which replace or supersede these.

· Facilitate and promote the achievement of good performance within the frameworks defined by the Scottish Housing Regulator, the Scottish Social Housing Charter, and Scottish Federation of Housing Associations, Glasgow West of Scotland Forum and Chartered Institute of Housing Good Practice Guides.

· Ensure effective monitoring and management of contractors and suppliers. Report on their performance.

· Ensure that all contractors used are suitably qualified for the type of work they undertake and have all the necessary and required certification, insurances and policy documentation.

· Ensure contracts are implemented in accordance with DHCL’s policies and procedures as well as relevant legislation and good practice guidance.

· Manage project team meetings as and when required.

· Research and prepare technical specifications and standards, comply with best practice and relevant policies, and monitor implementation and ongoing suitability.

· Where applicable approve requests for variations to works within agreed costs and authorisation levels.

· Co-ordinate and implement, with DHCL’s consultants where applicable, all necessary procurement in support of the planned and cyclical programmes, including quotations, tendering, evaluations, selection and appointment of contractors, consultants and suppliers. Establish the most cost-effective rates while ensuring value for money, quality, performance and customer satisfaction is maintained.

· Take responsibility for delivery of the planned and cyclical maintenance programmes ensuring they are delivered efficiently and provide value for money.

· Produce progress and performance data on delivery against programme and performance of consultants and contractors.

· Be responsible for the monitoring of contracts and areas of compliance taking corrective action where weaknesses are established.

· Carry out post project and contract reviews, identifying any learning outcomes to improve future project and contract delivery.

· Manage consultant fees and contract expenditure within agreed project budgets, ensuring value for money is delivered.

· Deliver a programme of stock condition surveys ensuring intelligent data analysis which informs long term business planning and programme formulation.


4.2	Customers and Customer Satisfaction

· Develop and implement initiatives to ensure user feedback on the quality of repairs, maintenance and asset management service areas and act to improve levels of satisfaction in line with this feedback.

· Establish, develop and maintain effective working relationships with all internal and external customers and colleagues to ensure an integrated approach to service delivery and quality.

· Liaise effectively with colleagues and partner agencies in order to maximise performance and enhance service delivery.


4.3	Records/ Financial/ Budgets

· Ensure accurate estimating and invoicing of works.

· Establish and maintain accurate, accessible records and monitoring systems to support the collation of statistics for reporting to DHCL’s Management Board and the Scottish Housing Regulator; collating and analysing relevant information on specified areas of performance to ensure information is readily accessible to required standards.

· Prepare reports and correspondence as required and, where appropriate, presentation of regular performance reports to the Co-operative’s Staff and Management Board.

· Ensure that maintenance invoices are processed in accordance with policy, procedures and financial regulations.
	
· Ensure compliance with financial policy, financial regulations and controls

· Effectively monitor and control budgets allocated to the post, ensuring that expenditure decisions comply with financial regulations

· Maintain accurate, robust, reliable and validated audit trails for all work responsibility areas.

· Ensure budgetary consideration relevant to work undertaken. Expenditure maintained within agreed limits, efficiencies or improvements identifies, monitored and managed.

· Ensure that the Co-operative’s files and computerised records are kept up to date, are accurate and maintained as confidential records and in accordance with the UK Data Protection Act and The General Data Protection Regulation.

· Ensure that all files, including SDM and dashboards, provide the data necessary to control and validate performance with comprehensive auditable information.
  .
 
4.4       Estate Management

· Ensure regular estate and close inspections to maintain service standards.


4.5	Policies / Procedures /Systems

· Review and development of policies for the specified areas of responsibility; developing, implementing and reviewing procedures for implementation of relevant policies 

· Contribute to the embracement and management of change within the Co-operative, and assist with the implementation of new systems, procedures and policies to effect change.

· Work with the other staff to support and develop IT systems and maximise the effective use of IT in the designated service areas.

· Establish, implement and maintain systems and practices to ensure compliance with Health and Safety and related legislation, regarding DHCL’s properties, with particular focus on managing risks relating to gas, electrical, fire safety, asbestos, legionella, damp and mould and lift safety and safe working practices.

· Implement procedures and practices which enhance performance, customer service, efficiency and cost effectiveness in all areas of activity.

· Contribute to the development and review of policies which enhance customer service, efficiency and cost effectiveness in all areas of activity.

· Implement the Co-operative’s equalities and human rights policy and any action plans as necessary.



4.6	Staff Management

· Monitor, train, support and guide technical staff within their roles and responsibilities in relation to repairs, maintenance and asset management. Ensure tasks, performance and priorities are clearly set and communicated. Also carry out appraisals and ensure that clear, comprehensive and effective work plans are in place in order to achieve the Co-operative’s performance and priorities targets and tasks.
.
4.7	Other  

· Identify and attend training courses, seminars and conferences as required, keeping up to date with legislation and good practise.

· Attend Customer Forum and other meetings as required.

· Deal with complaints and service delivery failures in accordance with the complaints handling procedure.

· Contribute to the Co-operative’s newsletter, website, Facebook page, twitter feed and any other future resources.

· Carry out any other duties as may be deemed necessary by the Senior Management team, commensurate with the Senior Maintenance Officer grade. 


	5. Health and Safety Responsibilities

	· Comply with all Drumchapel Co-operative’s health and safety policies, requirements and relevant legislation.   

· Understand responsibilities as an employee under Health and Safety legislation.

· Ensure that all activities are discharged in a safe manner, minimising risk at all times.

· As DHCL’s Asbestos Co-ordinator and Nominated Responsible Person for Legionella ensure compliance with legislation, regulations and codes of practice.

· Ensure that fire risk assessments and action plans are in place and updated where required.

	6. Other Important Information

	
· Comply with all approved DHCL’s policies, processes and procedures.
· Carry out any other tasks or duties reasonably required/appropriate to this post.
· Requirement to work out with normal business hours as determined by the Director.
· With appropriate training and guidance, designated responsibilities may change in order to support the needs of the Co-operative.
· All responsibilities will be commensurate with EVH grading guidelines at Appendix 1



Appendix 1: EVH Grading Guidelines 2005 - Revised 2016

[bookmark: _Hlk219193349]Grade 8 (Points PA28 – PA31) Senior Professional Officer 

Typical Expected Characteristics: 

· Will normally manage 1 or more staff at Grade 7, except in highly specialist/single officer functions.
· Routinely offer important and specific contributions to policy formulation through senior management and Committee/Board structures as it relates to the post-holder’s sphere(s) of influence.
· Heavily involved in the forward planning of existing services, including standards and resources.
· External contacts will predominantly include senior professional and others with decision-making powers.
· Achievement of budgetary or other corporate standards will be expected, as will achievement of regulatory and other external validation processes and legal requirements.
· In diverse geographical situations a specialist professional role may be combined with more general operational responsibility for the local office at this level.
· May occupy a specialist corporate or generalist role within the organisation.

Expected level of technical/professional knowledge: 

A high degree of technical/professional knowledge will be required, coupled in many instances with some management experience/skills.
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