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	RUTHERGLEN & CAMBUSLANG HOUSING ASSOCIATION



MAINTENANCE OFFICER
Recruitment Pack

Thank you for your interest in the position of Maintenance Officer with the Association.
This recruitment pack is intended to give you all the information and guidance you will need to make the best of your application so please read it carefully before you complete your application form.
Please note – the closing date for application is 12 noon on Tuesday 21st April 2026 and we will not accept any form submitted after that time.


	ABOUT THE ASSOCIATION



Rutherglen and Cambuslang Housing Association is a Registered Social Landlord operating in the Rutherglen and Cambuslang areas. It is a not-for-profit charity registered with the Office of Scottish Charity Regulator (OSCR) and operates under the 2020 Charitable Model Rules. 
As of 1st April 2026 it;
· Owns and manages 873 rented properties and 8 shared owners
· Leases 4 residential care homes
· Rents 3 commercial units
· Provides a range of factoring services to 937 owner occupiers and commercial units
· Service a Nursery and the Aspire Business Centre
Through its non-registered subsidiary, the Aspire Community Development Company, implements its wider role and community regeneration projects.

The Management Board
The Association’s Rules allow for a maximum of 15 members on the Management Board and as of 1st April 2026, there are 13 elected members..

Staff
The Association currently employs 19 members of staff to deliver the full range of housing, repair and tenancy and community support services.

	Our Purpose



Vision
Providing a Home not just a house

Mission	
To deliver high quality affordable housing and services with care an expertise which empowers our customers and meets their needs.

Values

Fairness
Makes a difference through excellence
Putting Customers first
Professionalism
Recognition




	Strategic Objectives 2025 - 2028



As part of the review of the Business Planning process the Management team including Senior Officers and Board members met to identify the Association’s Strategic Objectives for the next 3 years from 2025 – 2028.
In setting these, the team took into consideration the Association’s:
· Reviewed Vision, Mission and Values
· Internal and external environments it works within
· Regulatory and statutory requirements and obligations
· Future challenges and risks
· Commitment to be more than just a landlord
· Areas of strength as well as its weakness 
· Future financial stability

Arising from these, 5 strategic objectives were identified:
Objective 1 - Proactively seek out and maximise opportunities to enhance the provision of high-quality homes and neighbourhoods
Objective 2 - Expand our presence and activities to grow our community regeneration and engagement to meet local needs and aspirations
Objective 3 - Value and develop all our people by celebrating our achievements and effective succession planning
Objective 4 - Continue to deliver robust financial and governance outcomes
Objective 5 – Continue to meet the goals of the next xero/green agenda


	Assurances



Assurance Statement
The Association is required to submit an Annual Assurance Statement to the Scottish Housing Regulator no later than October.
The statement is a declaration by the Management Committee that it has received sufficient assurance to satisfy members that the Association is complying with its regulatory requirements and standards. Where these are not being met, the statement will declare those areas of non-compliance and proposals to make improvements.
The statement will be made publicly available via the Association’s website and newsletters. It is also available on the Scottish Housing Regulator’s website at
https://www.housingregulator.gov.scot/landlord-performance/landlords/rutherglen-and-cambuslang-housing-association-ltd

Engagement Plan
The Association is currently assessed as: 
	Compliant
The RSL meets regulatory requirements, including the Standards of Governance and Financial Management.



The Engagement Plan is available on the Scottish Housing Regulator’s website at
https://www.housingregulator.gov.scot/landlord-performance/landlords/rutherglen-and-cambuslang-housing-association-ltd


	THE APPLICATION FORM



Completing the Form
Your application should by either typed or can be handwritten so long as it is clear and legible. If handwriting it, please use black ink for photocopying purposes.

Please do not send in or attach your Curriculum Vitae as this will not be considered as an application.

Your Skills, Knowledge & Experience
The content and quality of your application reflects your professionalism and commitment to securing the post and working with Rutherglen and Cambuslang Housing Association.

The selection panel will assess your application against the essential and desirable criteria given the person specification and will only consider the information you give in your form. 

The selection panel will not make assumptions from job titles about your experience, skills and knowledge. Nor is it enough to simply state that you meet the requirements – you must demonstrate this.

It is therefore extremely important that you take the time to fully explain how you meet each requirement. This may be by reference to previous paid work, relevant voluntary activities or life experiences and skills.
If you are selected for interview the panel will wish to explore further how you meet the criteria and further discuss the information you give in your application.

Declaration of Interest
Please make sure you declare if you are related to any member of the Association’s staff or Board and/or consultants, contractors or suppliers that work with the Association. A relationship will not necessarily affect your application but must be declared.

Equalities Monitoring Form
As part of the recruitment process, we collect equality information to help ensure we meet our legal and regulatory obligations. The information collected also helps us to:
· Protect and promote your rights and interests
· Promote equality across the recruitment process and activities
· Identify and eliminate any form of discrimination
· Ensure the process is transparent, fair and equitable
You do not have to answer all or any of the questions and if you decide not to give the information, this will in no way influence the assessment of your application. If you do complete the form, it will be separated immediately from your application and will not form part of the assessment process.
We process the information collected in line with data protection laws and good practice and will:
· Treat your equality data in the strictest confidence
· Restrict access to your data to relevant staff members only
· Retain the information only so long as necessary
· Only share your data as legally permitted
· Destroy the data securely
More information on how we manage and process your data in given in the Fair Processing Notice leaflet included with this pack.

Returning the Form
You can return your completed application and equal opportunities monitoring forms by post to the Association’s offices or directly by email.
If you are mailing your forms, please ensure that you pay the correct postage and that you make sure you leave sufficient time for them to be received by the closing date.
If you return your form by email, you will be asked to sign a copy if you are invited for interview.
Completed forms should be emailed to mhamilton@randcha.co.uk or posted to Mandy Hamilton Rutherglen & Cambuslang Housing Association, 16 Farmeloan Road, Glasgow, G73 1DL

Interview
If you are invited to attend an interview, you will be advised in the invite who will be on the interview panel and the format of the interview.
You should bring with you:
· Proof of any relevant qualifications (please do not include these with your application)
· Proof of identity (e.g., passport)
· Your driving licence

Offer of Employment
Any offer of employment will initially be provisional pending receipt of satisfactory references and checks.

	THE POST OF MAINTENANCE OFFICER



Summary Terms & Conditions
	Location
	16 Farmeloan Road, Rutherglen, Glasgow, G73 1DL

	Standard Hours of Work
	Monday – Thursday 9.00am – 4.30pm
Friday 9.00am – 3.30pm
1/2 hour lunch

	Contract
	Permanent 34 hour week

	Grade & Salary
	EVH Grade 7 : PA22- PA25 £42,707 - £47,895

	Payment of Salary
	25th of each month by BACS

	Holiday Entitlement
	24 days Annual Leave + 15 Public Holidays – we operate contract variation to our T & C’s

	Pension
	√

	Hybrid
	Pilot Scheme 1 day a week

	Health Care
	Non-contractual Health Care Plan – Westfield Health

	Notice Period
	1 month




Job Description
	Job Description
	Maintenance Officer

	Grade
	EVH Grade 7, PA 22-25

	Report to
	Asset Manager




	Job Overview
Provision of a first class, tenant focused maintenance & repairs service
Ensuring void properties meet the Association’s lettable standards, minimise void loss and achieve high levels of satisfaction from new tenants with their new home.
Assisting with the delivery of the planned & cyclical maintenance programmes including landlord health and safety for the big 7.
Contributing to protecting, maintaining & improving the Association’s assets
Contribute to the development and delivery of new activities that enhance and improve services and increase levels of satisfaction. 
Contribute to target setting and the achievement and reporting of the Association’s service-related key performance indicators and report on same to senior management and Board.
Ensuring the Association gets value for money from its reactive repair service and other maintenance contracts


	Values & Behaviours 

	We expect our staff to demonstrate our core values. These are
· Fairness
· Make a difference through excellence
· Putting Customers First
· Professionalism
· Recognition

	Core Areas of Tasks

	· Reactive Repairs
· Void Management
· Improvement programme project supervision
· Adaptations, alterations & Improvements 
· Internal & external inspections 
· Insurance Claims



	Reactive Repairs

	Obtain quotes for repairs to ensure value for money and issue works orders

	Instruct/approve repairs in line with level of authorisation or gain approval from Asset Manager

	Carry out pre-inspections to diagnose repair & work required and 10% post-inspections to ensure work to high quality and budget.

	Supervise & monitor progress of repairs to ensure timescales are met

	Check repairs history to identify recurring repairs which may require further survey

	Provide technical advice to ensure accuracy of repairs order

	Advise contractors re: tenant’s individual needs (e.g. hard of hearing, poor understanding of English etc)

	Advise contractors of any ‘warning flags’ (e.g. do not visit alone)

	Ensure variations to instructions/specifications/costs are pre-approved, liaising with Asset Manager as required

	Liaise with tenants & contractors re gaining entry/forcing entry

	Provide tenants & Assets team with updates on repairs

	Ensure property records are updated & maintained

	Provide clear advice to tenants on managing dampness within the property

	Improvement Works

	To support the Asset Manager with the scoping of works and selection of properties for procurement of improvement works

	To assist with scoring of bids and contractor appointment

	To attend march-ins for improvement works

	To manage contractors on-site and deal with any customer complaints or concerns

	To attend progress meetings and handover meetings as required

	To assist with any remedial action or latent defect actions identified for contracts

	Landlord Health and Safety Compliance

	To support the Asset Manager with the scoping of works and selection of properties for procurement for landlord health and safety compliance.

	To assist with scoring of bids and contractor appointment

	To facilitate compliance visits in our housing and non-housing assets

	To undertake asbestos management visits

	To support the Asset and Compliance Officer in delivering robust and compliant landlord health and safety, especially for the Big 7 items

	Support the Asset and Compliance Officer with developing systems and processes to manage landlord health and safety compliance

	Key Performance Indicators and Reporting

	To assist the Asset Manager in setting targets and preparing KPIs for the Board and Senior Staff Team across their functional area.

	Contribute to the production of quarterly reports to the Operations Sub-Committee

	Contribute to the completion of the Maintenance related indicators of the Annual Return on the Charter to ensure timetable is met

	Invoices

	Check & authorise invoices within levels of authorisation

	Code invoices as appropriate (e.g. insurance claim, rechargeable repair etc)

	Pass approved invoices for payment

	Liaise with contractors re: issues with invoices including variations and disputes

	Contractors

	Monitor contractors’ performance & quality of works

	Support the Asset Manager in the management of contractors and to address poor contractor performance

	Voids 

	Carry out pre-termination inspections

	Advise outgoing tenants of repair responsibilities and any rechargeable repairs identified pre-termination

	Carry out void inspections ensuring value for money to meet our lettable standard

	Liaise with utility companies re: replacing/re-setting meters

	Identify rechargeable repairs & pass to Maintenance Assistant for processing

	Arrange & coordinate access for contractors

	Liaise with Asset Manager when larger works (e.g. component replacement) are required above level of authorisation

	Monitor progress with works to minimise void periods and void loss

	Liaise with the patch Housing Officers re: handover dates

	Ensure all health and safety compliance certification is ready prior to the relet date for handover to the new tenant

	Rechargeable Repairs

	Authorise & instruct rechargeable repairs as required

	Identify rechargeable repairs & pass to Maintenance Assistant for processing

	Respond to appeals & enquiries, when required

	Alterations & Improvements

	Carry out pre-inspection, as required to ensure the proposed adaptation or improvement is acceptable in terms of our policy.

	Carry out post-inspection of tenant’s alteration/improvement to ensure compliance with legislation, health & safety, Association’s requirements etc

	Internal Property Inspections

	Carry out programme of internal inspections to monitor condition of property

	Advise tenants of works required to property that are their responsibility

	Update records on property condition and works to maintain our data on stock condition, compliance, contractors and closing jobs.

	Liaise with Housing Management where properties are in poor condition to support our customers who need assistance

	Carry out follow-up inspections where required 

	External & Common Areas Inspections

	Carry out spot checks on performance of landscape contractors

	Liaise with landscape contractors re: poor performance, escalating to Asset Manager as required

	Identify any hazards in our estates which require repair and order any associated works.  

	Carry out programme of stock condition surveys or validating previous survey information

	Carry out programme of external surveys, for example, stonework or fencing

	Carry out programme of safety inspections of common areas to meet insurance requirements

	Factoring

	In liaison with Factoring Officer, inspect properties or land in common ownership for the factoring service to keep properties and land in good condition

	Liaise with Factoring Officer re: repairs required to common parts to ensure works & costs comply with title deeds

	Support Factoring Officer in technical discussions with owners

	Medical Adaptation

	Carry out post adaptations inspections against specification

	Update property records

	Aspire 

	Inspect, assess & instruct reported repairs by tenants in Aspire building & Caledonian Centre in line with terms of lease

	Carry out programme of common area inspections in Aspire building & Caledonian Centre

	Carry out end of let inspections within Aspire Building 

	Instruct any required repairs and recharge outgoing tenant as required 

	Decants

	Liaise with Housing Officer re: identifying decant accommodation

	In liaison with Maintenance Assistant & Housing Officer, instruct decant works

	Manage works to the principal home to minimise decant period.

	IT

	Assist with the development of IT systems to meet the needs of the team and support the effective & efficient service delivery

	Contribute to the development of systems to allow mobile working & completion of forms (eg void inspections, raising job lines etc)

	Create training manuals for use of maintenance systems

	Train staff on systems as required (e.g. inputting works orders, updating property records, producing reports etc)

	Insurance Claims

	Identify repairs to be claimed 

	Request police reports for acts of vandalism to support insurance claims

	Liaise with loss adjuster

	Collate documentation, photos etc to support insurance claims

	Log claims onto system & update records

	Instruct works approved by insurers

	Compile invoices & forward to insurers

	Liaise with Finance department over final settlement

	Out of Hours Service

	Respond to out of hours emergency call outs on occasion

	Complaints

	Record and process Stage 1 complaints seeking frontline resolution, escalating to Stage 2 where required

	Contribute to identifying learning outcomes

	Service Delivery

	Contribute to the development & review of policies & procedures relating to the delivery of maintenance services & activities

	Identify opportunities to improve service delivery and, in liaison with team members, help develop strategies to maximise customer satisfaction,

	Performance Monitoring

	Prepare for and participate in, regular one-to-one meetings with Asset Manager

	Participate in the annual appraisal process

	General

	Review and script policies relevant to the business function.

	Liaise with Housing Manager to report Child/Adult protection concerns appropriately

	Contribute to the production of newsletters, updating the website etc

	Maintain records & personal data in line with Data Protection legislation

	Assist with issuing, collating & analysing tenant satisfaction/opinion surveys at the point of service as appropriate to maintenance activities

	Assist with collating documentation for Internal Audits of maintenance activities & services

	Attend appropriate training events, seminars, conferences and other networking opportunities

	Maintain, review & dispose of records & files to comply with Data Protection requirements & the Association’s retention schedule

	Undertake other duties commensurate with the grade as delegated by the CEO and Asset Manager 




	Name: 

	Signed:


	Date:















Person Specification
	Qualifications & Experience
	Essential
	Desirable

	A relevant building qualification at HND level or higher 
	
	[image: 44,318 Blue tick Images, Stock Photos & Vectors | Shutterstock]

	Minimum 3 years’ experience in relevant discipline (e.g. construction, repairs & maintenance)
	[image: 44,318 Blue tick Images, Stock Photos & Vectors | Shutterstock]
	

	Experience of providing a reactive repairs & void management service
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	Experience of post repair/contract management
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	Experience of preparing tender documentation
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	Experience of working in a social housing environment
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	Experience of preparing and carrying out stock condition surveys
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	Experience of working with SDM Management system
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	Experience of monitoring spend against budgets for contract works
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	Experience of producing statistical and narrative reports
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	Knowledge & Skills
	Essential
	Desirable

	Sound knowledge of current legislation relating to repairs & maintenance and health & safety in social housing
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	Good understanding of domestic construction and building standard regulations 
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	Understanding of the regulatory framework for housing associations
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	Strong IT skills
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	Understanding of the inter-relationship between maintenance, factoring and development functions
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	Understanding of the responsibilities of the association and other owners in mixed tenure blocks/estates
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	Understanding of the complaints process for different tenures
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	Understanding of, and a commitment to, equal opportunities
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	Personal Attributes 
	Essential
	Desirable

	Can work on own initiative with minimum supervision and as an effective team player 
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	Able to work under pressure
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	Able to prioritise and manage a varied workload to meet targets and deadlines
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	Good level of interpersonal skills with the ability to communicate effectively at all levels
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	Friendly, approachable and empathetic
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	An innovative problem solver
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	Can work out with normal office hours, including responding to call outs
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	A driver with a clean licence and daily access to a car
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