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People Policies

Job Description

Property Services Officer – Property Services Team

[bookmark: _GoBack]Reports to:	Property Operational Manager

Responsible for:	No other staff

JOB PURPOSE


To provide a comprehensive, customer-focussed, technical and contract management service for Argyll Community Housing Association (ACHA’s) tenants, residents and other stakeholders. To meet regulatory, statutory and other legislative duties.

MAIN OBJECTIVES OF THE POST

 The main objectives of this post include: 

· Effective contract management and quality control of major, cyclical (planned) and reactive, contracts;
· Actively develop and administer procurement activities; 
· Focus on customer care / tenant participation delivering ACHA’s core values; 
· Provision of technical advice/service to ACHA’s staff 
· Assist in the effective management and quality control of our subsidiary company and other contractors in respect of the management and delivery of investment, cyclical (planned) and reactive maintenance. 
· Proactively help reduce void rent loss by working in partnership with others within the group or externally
· Oversee Medical Adaptations, administration of works, quality control and making grant claims;
· Assisting with policy development within the Property Services Team.
· Deliver the Associations policy and objectives in relation to its Damp & Mould policy

Key Responsibilities

Effective Contract Management

Provide a qualitative and a value for money assessment for all contract works procured and managed by the local team including pre, in-progress and post inspections, to ensure that all works are completed to the required specification. 

Set specifications for various works ensuring best practice in Building Standards and legislation. 

Provide statistics and other information on all works as required by the Property Operational Manager for reporting purposes. 

Ensure that works are completed within time and budget.
There may be a requirement to assist the centralised team from time to time as local knowledge of the local areas stock and other related assets, customers and private owners will be invaluable to assist and support the wider team.

Ensure a clear understanding of ACHA’s Financial; Asset Management, Empty Property and Repairs Policies and Procedures, and that all tasks are carried out in line with these and other relevant Policies. 

Authorise payments of accounts for work undertaken – within delegated limits. 

Keep up to date with changes in legislation and regulatory guidance (including relevant health and safety legislation and guidance) which will impact on the type of information necessary to inform the Association’s continued health and safety and asset management activities.
Procurement

Procure priority services or works via the ‘Quick Quote’ or tender process facility on DPS or by other means specified by the procurement policy. 

Participate in procurement activities by sourcing specifications and evaluating tender returns. 

Further develop procurement skills in line with legislative duties. 

Focus on Customer Care and Participation

Ensure that ACHA’s core values and excellent customer service is at the forefront of all our work. 

Log, investigate and manage any dissatisfaction with the service received in line with our complaints handling policy. 

Provide support and technical guidance to our staff in relation to factored owner’s costs, repairs queries, etc. 

Attend Tenants’ and Residents’ Group meetings, Public Meetings, Open Days and Forums and liaise with tenants, residents and staff, on matters relating to projects delivered by ACHA. 

Working in partnership with our staff, liaise with tenants and other residents on requirements for works commencing including, safety standards, material/component selection, specifications and where applicable, costs associated with works. 
To assist the Property Operational Manager co-ordinate and manage the Associations engagement with private owners in multi tenure blocks and to project manage the delivery of shared maintenance and improvement works, identified and managed locally ensuring that statutory and regulatory requirements are met through the provision of high quality services.


Provision of Technical Advice

Liaise with our staff to advise and/or investigate issues surrounding any technical, projects and repairs queries. 

Conduct Stock Condition surveys, Planned Maintenance surveys and arrange for effective remedial works in advance of contracts commencing. 

Work Closely with Housing and Neighbourhood Services and other work colleagues in providing enhanced exemplar estates initiatives. 

Provide scope of works and all relevant information to Insurers in relation to insurance claims. When applicable arrange and meet with loss adjusters in relation to larger claims.

Responsible for collating and providing all information for the production of Energy Performance Certificates for properties, prior to and after investment and improvement works or when required to do so upon the expiration of the current certificate for the property or when the tenancy changes hands.

Oversee Medical Adaptations including administration of works and quality control

Liaise with NHS Argyll and Bute and NHS Highland Occupational Therapists relating to referrals for medical adaptations.

Attend joint site inspections with contractor to ensure that all applicable consents are in place and that the works are in line with Building and other legislative standards 

Post inspect all adaptations incorporating tenant satisfaction surveys with the works.

Collate invoices and supporting documentation to enable compliant draw down of grant at specified intervals. 

Management of Empty House Works

Survey empty properties to ensure that they have been brought up to the ACHA’s lettable standard.

Manage contractors in terms of quality of works and expected outcomes to ACHA’s specified targets.

Provide regular updates on to the Property Operational Manager.

Discuss with the Property Operational Manager and other colleagues any additional works deemed as necessary by AHFA out with the normal standard e.g. where investment works are required.

Facilities Management

Be responsible for inspecting/ordering/monitoring Planned Maintenance (facilities management) works in office accommodation, sheltered housing complexes and Travellers Sites including raising repairs and liaising with the contractor to ensure work undertaken timeously and effectively. 

Provide assistance to your Property Operational Manager during emergency situations by making yourself available to assist with onsite technical support, this may from time to time include attendance out with normal working hours in line with the associations policies. 

Continuous Improvement

Contribute to the process of reviewing Property Services policies to ensure they remain effective in meeting ACHA’s needs and where necessary make recommendations for change. 

Assist with development of procedural notes in line with these policies. 

Consider customer comment/feedback when reviewing or developing policies, procedures and services. 

Contribute to the development and implementation of the Asset Management Strategy in line with the Business Plan.

Assist in the development and delivery of the Group Strategic Plan and Departmental Operational Plan.

Financial

Carry out regular monitoring and analysis of reactive repairs and maintenance budgets with forward planning to avoid over spends.

Report monthly to the Repairs Operational Manager on programme expenditure and provide details on exceptions to expenditure.

Validate technical rechargeable repair works for tenants and other customers.

Ensure that proper audit trails are kept of all works orders, invoices and quality monitor these processes.

Ensure risks are identified, managed, reported and mitigating actions are completed.

Data Management

Assist with the maintenance and regular update of records to ensure accurate records are kept and that the Association’s stock condition database is up to date, carry out regular validation and testing of stock condition data under the direction of the Property Operational Manager.
Ensure all Element Acceptance Sheets are completed and send to the appropriate staff in the centralised team so that property records can be updated.

General

To comply with the Association's code of conduct and professional standards by behaving in a professional manner at all times.

To ensure all statutory and Association regulations are followed, including Health & Safety, in order to protect customers, employees and the business interests of the Association and raise any unsafe conditions and practices with line manager. 

No job description can cover every issue which may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those described.

All operational team members will be expected to work as part of the team and provide assistance and support to other team members as and when required to enable the team to fully meet its objectives and respond effectively to emerging situations.
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