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People Policies

Job Description

Property Services Assistant

Property Services Team

Reports to:


Property Operational Manager
Responsible for:

No other staff
JOB PURPOSE

To assist with the day-to-day delivery of the Association’s Responsive Repair and Maintenance Service; Cyclical and Planned Maintenance Programmes, Compliance and Investment Programmes, ensuring we provide high quality services to our tenants, and that our housing stock is well maintained, continuing to make a positive contribution to our business.

MAIN OBJECTIVES OF POST
	To contribute to the provision of an efficient and customer focused property service to tenants, owners and other stakeholders whose properties are managed by the Association. 

To support the Property Operational Manager in the delivery of a high performing, efficient and effective Responsive Repair and Maintenance Service; Cyclical and Planned Maintenance Programmes, Compliance and Investment Programmes including the provision of the financial administration of contractor payments and invoicing. 

To support the Property Operational Manager in the provision of Medical Adaptations to the Association’s tenants. 
To liaise with contractors and other agencies on behalf of customers to ensure a high quality of service delivery. 



Key Responsibilities
Provide effective and efficient services to external and internal customers. 

Effective monitoring and achievement of performance targets and objectives, including running reports on contractor performance and budget spend. 

Monitor the quality of contractors involved in all areas of responsibility, ensuring statutory compliance by collating records form the Property Services Officers, contractors and other work colleagues.  

Work with the Property Services Operational Manager and other key operational staff to provide efficient and effective investment, planned and responsive maintenance services. 

Ensure the efficiency of the service by participating in all aspects of the day to day office duties i.e. answering telephone calls, emails, raising job orders, to be the point of contact for the team and responding to customer enquiries. 

Coordinate insurance claims for property and liability claims for the Association. 

Contribute to the review of policies as required to ensure compliance with all legislation and good practice. 

Work as part of the Property Services Team contributing to the review of service delivery and making the necessary improvements to the process and practices. 

Work with Property Services Operational Manager to prepare monthly reports for Committee and Senior Management Team. 

Contribute to the achievement of the Repairs KPI targets. 

Deal with tenant and owner correspondence regarding investment, planned and responsive maintenance services. Including tenant permissions.
To ensure that all interactions with our customers are concluded to the highest possible standards and that all service requests are delivered on time.

As required facilitate rechargeable repairs orders and invoices in accordance with the Association’s policy and procedure. 
Follow up repair and other works enquiries ensuring that they are recorded, coded and processed according to the appropriate policies and procedures. 

Check and process contractor’s invoices. 

Run weekly outstanding works order reports and follow up, monitor the WIP. 

Assist the Property Services Officers select and process pre and post inspections. 

Contribute the compliance of Asbestos regulations in respect of the repairs function of the Association. 

Working to the five-year plan advise Property Services Operational Manager on any areas of repairs that have the potential for major works. 

Be aware of CDM responsibilities. (following training)
Provide information for the ARC. 

Participate in corporate activities and operational working groups as required by the Association. 

Assist with the introduction of new technologies and systems to ensure the efficiency of the service. 
Assist in the liaison with tenants and home-owners prior to commencement and during the contract and area responsibilities.
Have oversight in the collation and monitoring of tenant and resident satisfaction and resolve any problems between tenants and contractors, by utilising other resources within the team.
Contribute to the continuous improvement of the Association’s services. 
Finance

To assist in the preparation of repair invoices for all relevant companies on the financial accounting system to progress with the admin team, assigning nominal codes and co-ordinating authorisation from appropriate staff. 

Where required liaise with contractors to resolve issues with disputed invoices and reconcile contractor statements to payments on a monthly basis. 

To record and administer potential/live insurance claims on our systems and notify and provide insurer with associated information as it is obtained. 

To raise rechargeable repair invoices on a monthly basis to tenants and for recharges to be raised on tenant’s accounts. 

Contribute to the preparation of annual budgets. 

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.

Help coordinate Element Acceptance Sheets and send to the appropriate staff in the centralised team so that property records can be updated.

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

Ensure all statutory and Association regulations are followed, including Health & Safety, in order to protect customers, employees and the business interests of the Association

Assist with providing support to local community groups and tenant associations.

Attend meetings out with normal office hours, when required.

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.

PAGE  
Page 1 of 4

[image: image1.emf]