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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: 
Building Maintenance Manager
	Grade: PO4


	Section: 
Housing
	Directorate: 

Housing and Regeneration

	Responsible to following manager:

Area Housing Manager
	Responsible for following staff:
Building Maintenance Inspectors

	Post Number/s:

HD009     HD508     HD307     HA402
	Last review date: 
December 2020



Working for the Richmond/Wandsworth Shared Staffing Arrangement
This role is employed under the Shared Staffing Arrangement between Richmond and Wandsworth Councils. The overall purpose of the Shared Staffing Arrangement is to provide the highest quality of service at the lowest attainable cost. 
Staff are expected to deliver high quality and responsive services wherever they are based, as well as having the ability to adapt to sometimes differing processes and expectations. 
The Shared Staffing Arrangement aims to be at the forefront of innovation in local government and the organisation will invest in the development of its staff and ensure the opportunities for progression that only a large organisation can provide. 

Job Purpose 

To manage a team of Building Maintenance Inspectors and provide a broad range of technical support to an Area Housing Team over routine and non-routine maintenance matters. To support other departments, Tenant Management Organisations/ Housing Co-operatives as necessary. Manages contractors and budgets, ensuring the delivery of best value at all times. Provides technical expertise on disrepair claims. Ensures a safe working environment for staff, contractors and members of the public where technical issues are identified. Upholds and maintains council policies and procedures at all times.
Specific Duties and Responsibilities

1. Responsible to the Area Housing Manager for the management and supervision of a team of up to three Building Maintenance Inspectors and a Technical Trainee. Acts as a technical resource to the Area Housing Team on all non-routine issues for the Area Housing Team, allocating work and monitoring performance as necessary. 

2. Ensures that vacant properties are pre- and post- inspected, orders issued and completed efficiently, all relevant safety certificates are present and correct, including a current Energy Performance Certificate compliant with current regulations for either sale or re-let. Ensures that all up to date technical data, e.g., room sizes, construction details etc are collected, collated and input into the computer system. Certifies invoices for payment in accordance with procedure. 

3. Knowledgeable in asbestos management, ensuring the safety of contractors, residents and the general public. Acts as point of contact for specialist contractors carrying out any testing and surveying of council stock for asbestos and its removal where necessary. 
4. Acts as the main point of engagement with utilities companies regarding council stock, and /or land, coordinating and liaising with external agencies over repair matters, e.g., condition of sewers, location of underground pipes and mains etc. and associated issues.

5. Inputs into the technical aspects of Fire Risk Assessments. Identifies significant risks and hazards and advises on matters of fire safety to minimise any possible dangers.  Identifies structural defects, regularly monitors and makes recommendations, updates interested parties as necessary.   

6. Prepares submissions for the inclusion of works above the Area Team’s permitted expenditure limit to the major works programme (capital referral). Secures additional funds and ensures that non-standard works orders are properly coded. Prepares specifications of work for competitive tender or quotes under the Council’s Code of Practice for the procurement of works and services and oversees the process. Ensures that staff are aware of financial limits when raising works orders to acquired properties and blocks of flats and follows the procedure regarding statutory leasehold consultation. 

7. Manages the Area Housing Team’s variation orders and post inspections ensuring these are dealt with in accordance with procedure. Gathers relevant information for periodic internal audit, liaises with auditors and responds to enquiries. 

8. Offers detailed technical advice on disrepair cases, carries out comprehensive surveys utilising appropriate technical equipment to assess building related defects, taking extensive photographs and prepares a fully detailed report with 
recommendations and conclusions. Explores new market products (for example PIV systems, MMS2 Protimeter), including best value costings, to improve the quality of the council’s stock and living conditions, in so doing also minimising any liability to pay compensation.

9. Manages the performance of new and existing minor works contractors, monitoring quality of work, value for money and efficiency. Where necessary, provides technical expertise to resolve disputes with contractors over charges or quality of work in relation to works authorised. 

10. At short notice will attend emergency situations, i.e., plumbing (floods and or sewage backsurges) and fires etc. providing after hours cover as necessary. Responsible for the prompt submission of accurate documentation in respect of all insurance claims for fire, floods, subsidence etc.
11. Advises the Area Housing Manager on applications for structural alterations and additions to leasehold and tenanted homes ensuring that all relevant documentation is present and correct. 

12. As and when the need arises, will assist other council sections and agencies, including Non-Residential property management, Tenant Management Organisations and Housing Cooperatives etc. on technical issues. 

13. Provides technical insight and scrutiny in reviews of the Department’s Schedule of Rates for the procurement of services, i.e. routine repairs and specialist works contracts, including: aids and adaptions, metalwork, communal plumbing, asbestos etc. 

14. Advises the Area Housing Manager on the wider repairs needs of council housing stock in the area. Prepares reports and responds to correspondence as necessary. 

15. Ensures the provisions of the Health and Safety at Work Act are complied with at all times by contractors engaged on Council work. 

Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of the Boroughs of Wandsworth and Richmond. 
· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection and health and safety.
· To adhere to security controls and requirements as mandated by the SSA’s policies, procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems
· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the role within the council.  

· The Shared Staffing Arrangement will keep its structures under continual review and as a result the post holder should expect to carry out any other reasonable duties within the overall function, commensurate with the level of the post.
Additional Information 

Team structure

Area Housing Manager
#

Deputy Area Housing Manager

#

--------------------------------------------------------------------------------------

                     #                                                       #                                                       #

Senior Estate Managers x 2   Building Maintenance Manager     Senior Admin Officer

                      #                                                       #                                                     #

     Estate Managers x 8       Building Maintenance Inspectors x 3     Admin Officers x 4
Person Specification
	 Job Title: Building Maintenance Manager
	Grade: PO4

	Section: Housing
	Directorate: Housing and Regeneration

	Responsible to: Area Housing Manager
	Responsible for:  Building Maintenance Inspectors

	Post Number/s: HD009     HD508     HD307     HA402
	Last Review Date: Unknown


Our Values and Behaviours 

The values and behaviours we seek from our staff draw on the high standards of the two boroughs, and we prize these qualities in particular:
Being open. This means we share our views openly, honestly and in a thoughtful way. We encourage new ideas and ways of doing things. We appreciate and listen to feedback from each other.

Being supportive. This means we drive the success of the organisation by making sure that our colleagues are successful. We encourage others and take account of the challenges they face. We help each other to do our jobs.

Being positive. Being positive and helpful means we keep our goals in mind and look for ways to achieve them. We listen constructively and help others see opportunities and the way forward. We have a ‘can do’ attitude and are continuously looking for ways to help each other improve. 
	Person Specification Requirements

	Assessed by 
A 

 &  I/ T/ C (see below for explanation)

	Knowledge 

	A good knowledge of technical issues relating to the management of social housing.  
	A/I/T



	An understanding of asbestos regulations, health and safety at work act, fire safety and risk assessments.
	A/I/T



	Ability to use a computer system, with a basic understanding of M.S. Office, Word, Excel, Outlook etc.
	A/I/T



	An understanding of and commitment to the Council’s Race and Equal Opportunities policies as it relates to service delivery and the employment and training of staff.
	A/I/T



	An understanding of the Council’s role in relation to the safeguarding of children and vulnerable adults.
	A/I/T



	Experience 

	Experience of property maintenance.
	A/I/T



	Experience of managing contractors dealing with poor performance and enforcement of Area Repairs Contracts.
	A/I/T



	Experience of dealing with the public face to face, over the telephone or via email.
	A/I/T



	Skills 

	Ability to manage staff.
	A/I/T



	Ability to undertake technical surveys, assess structural defects, prepare detailed specifications and estimates for repair work.
	A/I/T



	Ability to prepare detailed objective technical reports and correspondence on building and technical repair issues within set timescales.
	A/I/T



	Ability to communicate effectively with colleagues, liaise with other departments, Council Members etc and at public meetings
	A/I/T



	Ability to work outside core hours as the need arises.
	A/I/T



	Ability to organise work to meet targets and deadlines.
	A/I/T



	Qualifications 

	
	


A – Application form / CV
I – Interview

T – Test

C - Certificate
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