
	Job Title: Maintenance Surveyor
	Job number: 

	Service Area: Chief Executive’s Office: Assets Team
	Date received: 


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

	To inspect HRA homes and land and order repair and void works, using a designated Schedule of Rates and/or seeking appropriate quotations; agree variations orders with the Council’s contractors; liaise with customers, clients and contractors to ensure work is undertaken and completed satisfactorily and on a timely basis; and ensure that the  Council and its tenants and leaseholders are receiving value for money and a customer focussed service.

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

	To undertake inspections of tenanted homes identified by the Maintenance Assistants or empty homes as directed for repairs/improvements, diagnose and identify defects, notify tenants of the works to be undertaken and the timescales for completion, prepare appropriate schedule or rates repair orders or specification of works requiring specialist quotes, to ensure that all Council homes are in good repair and comply with the Council’s lettable standard and liaise with contractors regarding target completion dates and ensure that tenants are kept fully informed of the progress of works to their home.  
	45

	To undertake surveys to ensure the Council’s stock condition information is maintained and updated; measured surveys and defect inspections of communal areas as required; prepare reports and provide information as appropriate to the Data Coordinator; 
	15

	To undertake post inspections following repair or void works, ensuring works have been completed as ordered, to a satisfactory standard and to the satisfaction of the customers and liaise with the contractor to ensure any necessary remedial works are undertaken and notify the Maintenance Team Leader of any issues with poor performance or unauthorised variations.
	10

	To provide information, guidance and written reports where necessary to assist the Senior Maintenance Assistant in dealing with enquiries or complaints concerning the repair service or repairs to void properties; meet with customers to discuss any repair/contract management dis-satisfaction issues as required.
	10

	To attend regular monthly meetings with contractors to discuss performance, target times, specific orders; liaise with external consultants as appropriate, in relation to housing maintenance; e.g. structural engineers, damp and timber treatment specialists
	10

	To liaise with the Technical and Compliance teams to ensure the effective maintenance of the Council’s homes to the Decent Homes Standard; liaise with the Technical Manager and Project Management Surveyors as appropriate to agree value for money solutions to remedy identified defects or necessary improvements. 
	10


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.

	See final assets team structure


	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 responsive repairs budget for the HRA stock of 6,099 homes is c£2.8m per annum and the work undertaken by the postholder in pre or post inspecting repair work, agreeing variation orders with contractors and undertaking void inspections and void post inspections has a direct influence on budget expenditure by ensuring that repair work is appropriately identified and contractor work is delivered in a value for money manner.

The postholder is part of a 3 person team that will undertake c1,700 pre-inspections, 500 void inspections, 2,000 post inspections and 400 void post inspections per annum



	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.

	To ensure all Council Homes meet the Decent Homes Standard and are maintained to a high standard, in accordance with all statutory and regulatory responsibilities and all empty (void) properties are maintained in accordance with the agreed Lettable Standard. 

	To directly contribute to the operational management of the Repair and Voids contract for the Council’s homes by managing and monitoring contractor performance and post-inspecting repairs for quality and compliance with specified work.

	To directly contribute to the effective maintenance of the Council’s stock condition information by undertaking condition surveys

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

	Balancing tenant expectations within the constraints of a repair maintenance contract and budget and dealing with potentially emotive situations where tenants are dissatisfied with the work ordered or the quality of the repair undertaken.

Ensuring effective communication with tenants, requiring the maintenance of effective working relationships with contractors


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

	

	Approval

	
Postholder signature

Date:
	
Head of Business Unit or nominee signature

Date:
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	HNC Building Studies, NVQ 2, City and Guilds trade related discipline or significant relevant building trade related experience
Experience of visiting people’s homes
Experience of using a software based system to raise orders 

Significant experience of producing works specifications 


	Experience of using a Schedule of Rates to specify work
Experience of working in a customer service environment



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

Experience of liaising with contractors with confidence and accuracy

	Experience of report writing 

Experience of managing budgets

Experience of working in a local authority environment and liaising with elected members



	Job Specific Knowledge, Skills & Abilities
	Knowledge of housing repair standards and legislation e.g. Right to Repair, Decent Homes Standard/HHSRS

ICT literate with knowledge of Microsoft products, Word, Excel and Outlook

Ability to accurately maintain, interrogate and extract electronic records on a timely basis
Well developed problem solving skills
Ability to work with minimal supervision


	

	Non Job Specific Knowledge, Skills & Abilities
	Excellent communication and negotiation skills

Excellent time management and organisational skills

Demonstrable commitment to keeping up to date with current practices and working to develop professional qualifications
	

	Other Requirements
	Good understanding of and commitment to both quality and equality in service delivery and management
A driving licence, or access to appropriate transport, is required
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