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Person Specification – Senior Maintenance Officer
A Person Specification describes the ideal person to fill the job and is a profile of the personal skills and characteristics that will be looked for in the recruitment and selection process, divided into ‘essential’ and ‘desirable’ for an individual to possess in order to do the job

	
Essential

	
Desirable

	1. Education / Qualifications 


	

	· Educated to HNC / HND standard / equivalent in a technical, construction or building related field or equivalent relevant experience & appropriate skill set can be demonstrated.

	· Educated to Degree level or equivalent in a technical or building related field
· Relevant professional or recognised trade body membership



	2. Experience /Knowledge


	

	· Relevant experience of managing and delivering repairs and maintenance works / contracts from inception to completion 
· Experience of formal contract / project management in a property repairs and maintenance setting. Effectively delivering value for money, high quality works and services.
· Knowledge and understanding of all current health and safety legislation, CDM Regulations and requirements affecting the delivery of a repairs / maintenance service and planned projects and programmes.
· Experience of managing budgets, financial control and interpreting financial and performance information.
· Experience of working in a customer focussed environment, delivering excellent customer care & maximising customer satisfaction outcomes. 

	· Experience of working within the Housing Sector, Local Authority, Quality Control Service or equivalent to the post.
· Experience of managing, training & developing staff. Including guidance for non-technical staff. 
· Ability to challenge appropriately & take action to address poor performance
· Experience of SDM or equivalent Software.
· Clerk of Works experience.
· Experience of dealing with insurance & HARP (stage 3 adaptations) claims.
· Production of detailed and accurate works specification documents.
· Experience of Scottish Housing Regulator / Charter compliance requirements


	
Essential

	
Desirable

	3. Skills / Abilities/ Behaviours


	

	
· Ability to successfully motivate, engage and negotiate with colleagues, tenants, owners, key stakeholders and other customers.
· Ability to lead project teams, manage/ supervise & review operational performance of external consultants and contractors.
· Be solution focussed & develop practical solutions including for complex problems. Also be proactive, responsible and accountable for decisions and actions.
· Excellent time management / personal organisation/ planning / organising & communication skills (oral & written) skills.
· Self-motivated, able to work with minimum supervision and committed to continuous development
· Ability to operate effectively in a strong performance culture to deliver excellent performance results. Produce appropriate monitoring information and reports.
· Highly developed accuracy, record keeping, audit trails and analytical skills to enable the delivery of a high-quality maintenance service.
· Flexibility to occasionally work out with office hours e.g. for evening meetings, evening visits to tenants etc
· Excellent IT skills including Microsoft Office packages.
· An understanding & commitment to equalities and human rights and willingness to work in accordance with existing policies, procedures and codes of practice.


	
· Full driving licence & access to a car.
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