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	POST
	Maintenance Trainee
	DEPARTMENT
	Asset Management

	RESPONSIBLE TO
	Maintenance Manager
	SCALE
	Grade 3 

	 
DIRECT RELATIONSHIPS: Maintenance Manager, Maintenance Officers, Maintenance Assistants, Housing Officers, Customer Service Advisors
 

	JOB PURPOSE

	· On the job learning and development to provide an efficient, high quality and cost-effective asset management.  responsive repairs and relet service to the Association’s customers.
· Attend day release at UHI to complete 2-year HNC Course in Construction Management
· This post aims to ensure that when formal academic and in house training is completed, the postholder will be able to fully undertake the role of Maintenance/Property Officer.
 

	KEY RESPONSIBILITIES

	
Training will be provided to ensure post holder has knowledge and skills to:

· Arrange all necessary repairs arising from inspections or as reported by tenants by means of raising computerised Work Orders.
· Complete pre and post inspection and supervision of repair work, liaise with tenants and housing officers and prepare reports.
· Carry out pre-inspections of void house repairs, prepare report, liaise with staff and contractors to conclude repair works within target response times and for the property to meet the Association’s Letting Standard.
· Scrutinise contractors’ accounts for accuracy and value for money and passing for payment as outlined in the Invoice Processing Policy. 
· Understand budget limitations, procurement policy and financial implications of reactive and planned maintenance budgets.
· Understand Health & Safety requirements for managing contractor works and the importance of tenant safety to the Association.
· Maintain computerised property records, reporting and corresponding on maintenance matters as required.
· Obtain competitive estimates and tenders for works above approved expenditure in accordance with the Association’s Policies and Procedures.
· Prepare reports on the general condition of property where it is considered that required repairs are beyond the scope of normal maintenance procedures.
· Assess and approve tenant and owner requests for alterations to dwellings.
· Attend tenant, owner and contractor meetings as required.
· Draw up maintenance checklists and specifications.
· Liaise with insurers and loss adjusters with regard to insurance claims resulting from damage to property.
· Manage priorities from competing internal and external stakeholders.
· Engage in regular contact and close co-operation with other members of staff, particularly with Housing Officers in relation to voids, estate management issues, adaptations, damp and mould concerns.
· Understand the importance of child and adult protection policy and report to the relevant member of staff where concerns are noted.
· Attend meetings with landscaping consultants, if necessary, and liaise on tenant and owner complaints and enquiries.
· Liaise with tenants, social work department, staff, contractors, prepare specifications or Stage 3 Adaptation requests, post inspection works and verify invoices on completion.
· Monitor contractors' performance by means of target response times for responsive and relet repairs. 
· Understand the link between a high-quality repairs service and overall tenant satisfaction and deliver good outcomes for tenants.
· Ensure high levels of customer satisfaction.
· Assist colleagues within Asset Management on improvement and planned maintenance contracts.
· Carry out any other duties which may from time to time be determined by the Director.
 

	QUALITIES/COMPETENCIES

	 
· Commitment to demonstrating the Association’s values of Respect, Putting the Customer First, Social Values and Embracing Adaptability/Innovation in all areas of service delivery.
· Manage and resolve stage 1 complaints regarding in accordance with the Complaints Handling Policy.
· Display good judgement, patience and problem-solving abilities. 
· Awareness of current housing and contractual issues and good practice.
· Ability to work to and deliver on strict deadlines, meet targets relating to time and costs.
· Demonstrate well-developed communication skills including verbal and written skills. 
· Develop the ability to engage with all audiences and to liaise effectively with a wide range of tenants, colleagues and contractors.
· Develop the capacity to build professional relationships.
· Demonstrate commitment to continuous improvement.
· Demonstrate flexibility, adaptability and be responsive to change. 


	QUALIFICATIONS/EXPERIENCE

	 
Essential: 

· 1 Scottish Higher at Grade C above (preferably Maths, Graphic Communications or a science subject) OR 1 A Level Grade D or above (preferably Maths, Physics or Graphical Communication) OR NC/NQ in a construction-related subject OR the completion of a Foundation Apprenticeship Civil Engineering). All construction related experience will be taken into account. (UHI Entry Requirements)
· Chartered Institue of Housing Level 3 or above
· Other property management related qualification

Or
· Relevant Experience – working within property management or construction related industry

Desirable: 
 
· Experience of social housing and /or property management 
· Outstanding communication skills. 
· Knowledge of IT systems and equipment
 

	OTHER REQUIREMENTS

	 
· Full clean driving licence
· Full access to own vehicle
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