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Job Outline
	Post:			
	Senior Housing Maintenance Officer

	Responsible to:
	Principal Repairs Officer

	Location:
	Building Maintenance Depot, Unit 5a River Wynd, Teaninich Industrial Estate Alness, IV17 0PE

	Hours:
	35

	Duration:
	Permanent

	Cluster:
	Place

	Grade and Salary:
	HC8 - £41,423.20 to £44,899.40 (£22.76 to £24.67 p/h)

	Contact Name:
	Lachie MacDonald

	Contact email:
	Lachie.macdonald@highland.gov.uk

	Contact Tel No:
	07766440984



Job Purpose
To assist the Principal Repairs Officer – Repairs Delivery to provide a locally responsive, efficient, effective, customer focused, local repairs and maintenance service. Be responsible for achieving key performance targets locally. Ensure that statutory requirements are met and that the Service’s responsibilities are carried out to the highest standards within the area.
To be responsible for the management and supervision of staff within the operational area.

Job Description – Key Duties and Responsibilities
1. Provide assistance to the Principal Repairs Officer in all aspects of their role, ensuring the effective running of the local Repairs Delivery team.
2. Manage a team of Maintenance Officers, Team Leaders and Admin staff, ensuring the development of staff through the Employee Review and Development process.
3. Act as deputy and assistant to the Principal Repairs Officer, providing cover for holidays and other planned absences.
4. Organise staff and other resources to ensure effective delivery of day-to-day and void housing repairs within target times and to agreed standards.


5. Assist the Principal Repairs Officer with leading local housing repairs and maintenance teams within the area, working within the policies and procedures agreed by the Council.
6. Manage the performance of external building contractors and ensure compliance with Council policy on procurement and value for money.
7. Advise colleagues and other staff of property management and maintenance issues.
8. Oversee the management of all plant, equipment, tools, materials, and vehicles within Building Maintenance operations.
9. Assist the Principal Repairs Officer in dealing with customer complaints and enquiries including those from Elected Members. 
10. Provide the relevant data and the appropriate input to the production of reports to Committees as required.  
11. Undertake risk assessments, including effective monitoring and review of health and safety risks associated with Building Maintenance operations.
12. Be responsible for all Health and Safety within the Depot and the operational area covered by the post including leading on accident investigations, implementation of health and safety policies and providing advice to officers and managers in all aspects of the Health and Safety at Work Act 1974 and its associated Regulations, including Construction (Design and Management) Regulations 2015, Control of Asbestos Regulations 2012 and Management of Health and Safety at Work Regulations 1999, amongst others.
13. Ensure that all local housing repairs activities are managed in compliance with relevant requirements to ensure the health and safety of staff and service users.
14. Contribute to the development of policies, procedures and contribute to the development and delivery of planned improvements.
Other Duties
The postholder may be required to perform duties appropriate to the post other than those given in the job description. The particular duties and responsibilities attached to the post may also be varied without changing the general character of the duties or the level of responsibility entailed. Such variations would not themselves justify a reconsideration of the grading. As a result of such variations, it may be necessary to update this job description from time to time.
Duties and responsibilities will vary from time to time. 
Special Features
The post holder must be prepared to work flexibly and outside normal office hours.
The post holder will be expected to maintain an awareness of Highland Council policies and be conversant with the latest statutory legislation relating to the Built Environment, Corporate Governance, Health & Safety and Best Value.
A commitment to continued professional development and an awareness of general construction industry changes is essential.

Person Specification
Essential Attributes (evidence required)
1. Suitable technical qualification (Construction in the Built Environment HNC/HND/Degree) or be willing to undertake College studies to attain this.
2. Significant experience of the Built Environment and repairs background required, including a practical knowledge of common property defects and competent diagnostic skills.
3. Good knowledge of legislation, policy and good practice in relation to the Built Environment and Building Maintenance services.
4. Experience of supervision/management of staff within a construction trade focussed environment.
5. Suitable Health and Safety training/qualifications in Construction (Design and Management) Regulations 2015, Control of Asbestos Regulations 2012 and Management of Health and Safety at Work Regulations 1999, e.g. NEBOSH, IOSH Managing Safely.
6. The ability to evaluate information and identify solutions to overcome problems/issues.
7. The ability to motivate and generate enthusiasm from staff.
8. A commitment to equality in service delivery and employment and ensuring a healthy and safe environment.
9. Good investigative skills and the ability to produce accurate and detailed reports in line with our Complaints Handling procedures.
10. The ability to prepare and communicate plans to staff and contractors.
11. The ability to set targets, cope with competing deadlines, prioritise tasks and be able to work unsupervised and as a team member with other professionals.
12. The ability to engage positively with customers and participate in customer consultation, including attendance at tenant meetings.
13. The ability to analyse budget information and manage budgets effectively.
14. An understanding of Procurement Law in Scotland and in particular, Public Contracts (Scotland) Regulations 2015. Experience of undertaking Procurement including preparation of Tender documents.
15. Proficient and experienced in the use of Housing Systems, including NEC Housing and Connect, ICT literate with a good working knowledge of Microsoft systems – Word, Excel, Outlook, SharePoint and Teams.
16. The ability to manage conflict, under performance and inappropriate behaviour.
17. The ability to allocate and delegate tasks to make the best use of resources.
18. You will be expected to travel efficiently and effectively throughout the local operational area to deliver the duties of your post.

Ideal Attributes (evidence required)
1. Membership of an appropriate professional body (CIOB, CIH).
2. Ideally have worked in a supervisory capacity overseeing/planning new installation work, reactive maintenance and managing teams.
3. Previous work experience as a Maintenance Officer and/or Building Maintenance Team Leader or similar role.

Health and Safety
Health & Safety is an integral part of any role within the Highland Council.  As such we would expect that all employees:
· Become familiar with Violent Incident and Accident reporting procedures and comply with them.
· Undertake a continual program of Risk Assessment in relation to their role within Highland Council.
· Have an understanding of the importance of Health and Safety in the workplace and familiarise themselves with the Highland Council’s Health & Safety Procedures.
Date: September 2025
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