
	Job Title: Services Officer 
	Job number:  WD00995

	Service Area: Chief Executive’s Office: Asset Team
	Date received: Sept 2018


	Purpose Of job – Give one statement explaining the job’s overall objectives

	To undertake a range of site, works and stock inspections, oversee and monitor the work of contractors, facilitate access to a range of Council assets, act as the Council’s representative on site and specify, order or undertake works as appropriate. 

	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	Act as the Council’s representative on site to:

· Facilitate contractor or statutory agency access to Council owned buildings

· Undertake site supervision or oversee specific works, e.g. hot works at remote buildings with no designated Building Manager, fire safety improvement works etc.

·  Ensure that building works or new installations are completed in accordance with the contract specification, as directed

· Attend site meetings in respect of compliance or regulatory issues
· Approve standards or workmanship or quality of materials being used as directed

· Check that site supervision and works are being undertaken in accordance with agreed method statements
	40

	Routinely inspect designated properties to:
· Test emergency lighting, check lights and fittings and where appropriate change lamps or clean diffusers

· Test circuits and change fuses

· Flush water systems, check for leaking appliances or fittings, clean shower heads

· Drain and clean paddling pools

· Undertake water testing on agreed schedules

· Carry out routine maintenance of small plant and machinery as appropriate

· Change filters or belts on air handling or water treatment equipment as appropriate
· Undertake health and safety inspections or risk assessments

· Prepare reports on defect issues, the quality of work undertaken by contractors or the progress and performance of designated contracts to assist in the evaluation of contractor claims

· Identify repairs at buildings with no designated Building Manager

· Update stock condition survey information

	40

	To provide a point of contact for clients and customers in relation to repair works to buildings with no designated Building Manager, considering and processing work requests and enquiries, instructing contractors as appropriate and/or providing clear an accurate information to clients and customers to achieve a successful conclusion to each request.
	20


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.
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	Dimensions – Quote figures which give a picture of the job in any annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work.

	The Council has c190 corporate buildings and a housing stock of c6, 100 home with budgets of over 10.5m per annum to repair and maintain them.

The Services Officer has no direct budgetary control responsibilities but the nature of their role means they can have a direct impact in ensuring that the Council is getting value for money from its contractors and that expenditure is being incurred appropriately.

The post holder will spend the bulk of their time on site monitoring contractor performance, arranging access for contractors or undertaking tasks that would otherwise incur a cost if delivered through a contractor

	Scope for Impact – Describe in two or three examples the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities.

	This role will directly assist the management and administration of key repair, maintenance and improvement contracts acting as the Council’s ‘eyes and ears’ on-site and providing information to contract administrators and surveyors to allow effective outputs to be achieved, compliance and regulatory issues to be addressed and best value to be secured. This is of critical importance where the Council will need to document that specialist or sensitive works, e.g. fire safety improvements have been properly undertaken by the contractor in accordance with specifications and method statements.

	The role will undertake minor repairs as appropriate minimising the cost to the Council of raising a repair order and will inspect quality of materials and standards of workmanship being applied by contractors to ensure the Council is receiving value for money. 

	To provide an effective customer facing service that enhances the reputation of the Council, maximises customer satisfaction for client departments and allows them to divert resource away from the operational management of buildings without a designated Building Manager.



	Challenges – Describe the most difficult, complex or challenging part of this job and explain why.

	To balance the demands of the role, organise and use time effectively and ensure a customer focussed service is provided to client departments


	Additional Information – Use this area to briefly explain any aspects of the job that have not been adequately covered in previous sections.

	The post holder will predominantly be lone working on-site so must be fully conversant with all relevant health and safety and lone working procedures 

	Approval

	
Post holder signature

Date:
	
Head of Business Unit or nominee signature

Date:
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	NVQ Level 4 in a relevant field or 3 years’ experience of working in a relevant are of the housing and construction industry

Experience of identifying defects to heating, lighting, plumbing systems or M&E plant

Minimum 3 years’ experience of supervising contractors on site 


	Relevant gas or electric qualification or certification

GCSE or equivalent in English and Mathematics 

Basic knowledge of building repair and maintenance

Experience of using housing asset management and repairs software
Experience of working in the social housing sector

	Non Job Specific Qualifications & Experience
	Experience of liaising directly with clients and customers 

Experience of managing relationships with contractors 

Experience of monitoring performance


	Experience of report writing 



	Job Specific Knowledge, Skills & Abilities
	Strong communication and interpersonal skills 

Ability to develop positive working relationships with colleagues, contractors and customers

ICT literate with knowledge of Microsoft word, excel and outlook

Good time management and organisational skills

Sound knowledge of health and safety legislation relevant to the construction industry

	

	Non Job Specific Knowledge, Skills & Abilities
	Good understanding of and commitment to both quality and equality in service delivery and management

	

	Other Requirements
	A full driving licence or access to appropriate transport
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