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Welcome 

Hello


Thank you for your interest in working with us at Westfield Housing. 

We are a small housing association providing affordable homes in the Allerdale Borough Council area and committed to building thriving communities. The role of Property Services Officer will give you the opportunity to make a significant contribution to our repairs and maintenance service helping us to meet our tenants and communities needs and aspirations and deliver on a key business objective.

We are looking for someone with a good knowledge of building construction and maintenance, who approaches their work with drive and energy and a focus on excellent service delivery and who is able to work positively with others (in a team and with customers, contractors and stakeholders). 

We look forward to receiving your application. For an informal chat about the role and our organisation, please call me on 07895 309800.

Best wishes




Duncan Tilbe
Chief Executive







Key Dates and Selection Process

Application Process
To apply for the role of Property Services Officer, please provide a C.V. and a statement (no more than 2 pages) on why you are the person we are looking for.  Please include why you are interested in the post and the qualities and attributes that you would bring to the role, including all relevant experience.  
Please email your application along with the enclosed Equality and Diversity Monitoring Form and Declaration Form to Debbie.fox@westfieldha.org.uk.  

Please ensure your C.V. includes:

Contact Details

· Full name and address.
· Telephone Number and when is the best time to contact you.
· Email address.

Employment History

· Starting with the most recent, give details of current and previous employment.  Include the employer name and location, your job title and main duties and your reason for leaving or wanting to leave.  Please also explain any gaps in your employment history.

Education and training 

· GCSE, A levels or equivalent, degree, professional qualifications or further education.
· Any current studies.
· Any professional titles and any professional bodies you are a member of.

Other Information

· Any outstanding disciplinary matters or other information you feel is relevant.
· Details of two referees (one should be your present or most recent employer).
· Whether you hold a clean, current driving licence.
· Whether you will have use of a car which would be available for work.
· We will need confirmation you are legally entitled to work in this country.



Closing Date
Friday 26th February 2021 at 12 noon
Candidates selected for interview will be informed by Friday 5th March 2021
Please make sure you provide us with your email address and mobile telephone contact information.


Interview and Selection Tasks
Friday 12th March 2021
Shortlisted candidates will be interviewed remotely by the Selection Panel.
You will be informed of the outcome as soon as possible.
References will be taken up before a written offer of employment is made.  Referees will not be contacted without your prior permission.










About Westfield Housing Association

We are a small not for profit housing association based in Workington, West Cumbria.   Rooted in, and growing from, our community base, we are committed to providing housing and services required by the local community within a sustainable framework.  We have a reputation for excellent service delivery and consistently achieve high levels of customer satisfaction.

While the Association’s origins lie in the provision of homes for key workers in the local iron and steel industry in the 1950’s, we have diversified our services whilst retaining our Allerdale focus.  Our office is in the Minto Centre on the Westfield Estate, formerly a primary school and now developed as a community resource.  The Centre now accommodates the Association, Workington Sure Start Children’s Centre (run by Family Action) and Footsteps Nursery which is owned by the Association and provides childcare for over 150 children.

Over the last five years, the Association has continued to grow and has plans to develop over 150 properties over the next 10 years. Currently we have 614 properties in ownership.

We are a community and customer-centred association and our approach to service delivery is shaped by this.  Our mission is ‘to enable people to thrive through the provision of high quality, affordable homes and excellent customer centred housing and community services’.

Our Repairs and Maintenance service is currently managed by a small maintenance team comprising two part time Maintenance Officers and the Property Services Officer. The scope of the team includes management of responsive repairs and of planned maintenance and cyclical works. Repair works are undertaken by local contractors on our Approved Contractor list. 
 
The team, and particularly the Property Services Officer role, also has involvement with the development of new properties, including scheme design and on-site supervision of works.

Further information on the Association is available on the website.






What we will want you to do ...


Position:
			
· Property Services Officer


Responsible to:		

· Operations Manager


Purpose of Position:		

· To work as part of the Maintenance Team helping to provide a high-quality repairs and maintenance service that:

-	Achieves organisational service standards and targets;
· Meets regulatory and statutory requirements;
· Works to customer needs and aspirations; and
-	Represents value for money.

· To ensure a high standard of maintenance of the Association’s properties and communal areas, with properties that are maintained in a good and safe state of repair, achieve the Decent Homes Standard and are appropriate to the needs of customers.

· To assist with the planning, co-ordination and monitoring of the Association’s maintenance activity, including liaising with, and managing, the Association’s contractors.

· To deliver a service that meets statutory health and safety obligations to ensure that tenants and contractors are safe.

· To work to continually improve and develop the service taking account of customer views and aspirations, good practice in the wider sector, and regulatory and legislative changes.


Specific Duties:	

Responsive (Day to Day) Repairs and Voids

Generally work to ensure the provision of a high quality, efficient and responsive day to day repairs and voids service including:

· Assist with the processing of repair enquiries supporting the creation of clear and appropriate job orders (after pre-inspection if necessary), providing technical advice and dispatching orders to contractors. 

· Support the progression of works in line with completion targets set, including dealing with technical and other issues quickly and efficiently, and assisting with the regular monitoring of works progress and completion.

· Post-inspect sample responsive repairs and all void works to ensure satisfactory completion.

· Ensure vacant properties are secured against damage and vandalism where deemed necessary.

· Carry out void inspections and prepare and issue void repair work specifications in line with organisational requirements and timescales. More generally co-ordinate the voids repair process working collaboratively with colleagues and contractors to achieve re-let targets and deliver high quality and safe homes.

· Oversee the Association’s Out of Hours Emergency Repairs service, liaising with the Out of Hours  service provider and ensuring effective arrangements are in place.


Planned and Cyclical Works

· Contribute to the management and successful implementation of Planned Maintenance works including the creation of Planned programmes of work and preparation of contracts, surveys of prospective planned works, specifications and tender documents including management of the tender process and award of contracts. Manage and supervise the programme of works including liaising with consultants, contractors and tenants, holding review/progress meetings with contractors, dealing with issues and queries (contractor and tenant), contributing to budget monitoring and discussions, carrying out on-site and post inspections and management of defects.  Generally, ensure that works are undertaken in line with contractual and organisational requirements, including to time and to cost.

· Assist with the notification of planned works to customers including undertaking the appropriate customer consultation and provision of choices of works and fittings, as appropriate.

· Co-ordinate and manage stock condition surveys (in-house and externally commissioned surveys), working to ensure up to date and accurate stock condition data. Maintain/update stock condition data bases keeping fully up to date and using  to project future planned maintenance needs.

· Contribute to the management of the following cyclical works programmes ensuring that programmes are undertaken in line with policy and procedure and regulatory and legislative requirements, including health and safety requirements: 
 
· Annual Gas Servicing programme;
· Fire Safety checks and inspections including fire risk assessments;
· Electrical Safety tests;
· Legionella testing;
· Communal flat safety;
· Asbestos checks and works; and
· Cyclical Decoration works.

       To lead on the management and administration of particular programmes, as agreed.

· Generally work with maintenance colleagues to ensure that robust cyclical maintenance management/ administration systems and processes are in place and used effectively, work progress is monitored effectively, relevant timescales for tests/servicing’s and works are achieved, prompt co-ordination/implementation of required remedial work and escalation of any issues particularly where tenant safety is at risk:


Development 

· Survey potential property purchases, identifying necessary renovation works and providing budget costs. Prepare work specifications, manage tenders as appropriate and in line with the Association’s Procurement Policy, instruct works and carry out site inspections/works supervision and handovers as required.

· Liaise with the appropriate staff, the developer and other parties contributing to the successful and timely completion of new housing developments including inputting to new property/scheme designs, providing technical advice, dealing with construction queries, inspecting works on-site and following up as appropriate, arranging and carrying out snagging’s, arranging handovers and dealing with defects.


Disabled Adaptations

· Co-ordinate disabled adaptation works including liaising with customers and with the local authority and other organisations as appropriate e.g. for advice, grant funding etc. Produce schedules of work, obtain quotations/tenders in accordance with policy and procedures and arrange and manage works including on- site and post- inspection.


General

· Assist in the preparation of repairs budgets and the monitoring of expenditure against budget. Contribute to the effective management of budgets, helping with appropriate responses to variations from budget.

· Assist with the preparation and reporting of performance information, including analysis of performance. 

· Oversee major repair works, including inspections and preparation of works specifications. Be aware of the required procurement methods and contracts, and tender and organise works in line with these requirements. Monitor and manage works on site, including dealing with issues and technical queries and carrying out post inspections to ensure satisfactory completion of works.

· Contribute to relevant policy and strategy reviews and development and to the implementation of associated plans e.g. the Asset Management Strategy Action Plan, the organisational Management Plan

· Check and process invoices in accordance with policy and procedures.

· Monitor and manage the performance of contractors, including holding regular review meetings that include consideration of performance, cost and customer feedback.

· Participate in negotiations with contractors over partnering arrangements and their renewal.  Monitor the performance of partnering contractors (e.g. in respect of gas servicing, kitchen and bathroom improvements, landscape maintenance) ensuring performance and charges are as agreed in the partnering contract.

· Co-ordinate the appointment of repairs contractors and consultants in line with organisational policy. Ensure that the Association has a sufficient pool of contractor skills available.

· Contribute to fit for purpose record keeping, including ensuring that all necessary certificates and documents are filed correctly, in a timely manner and are readily accessible.

· Liaise with partners and other landlords as appropriate including representing the Association on appropriate groups.

· Be the Association’s Health and Safety Representative, ensuring the Health and Safety Policy and Procedures are up to date and relevant. Complete, monitor and review organisational and service risk assessments including the annual risk assessment for the Minto Centre.

· Be one of the Association’s Fire Wardens, arranging fire drills, staff training and completing on-going checks for safety.

· Ensure the proper use and care of tools, plant and equipment belonging to the Association.

· Ensure staff (or consultants) are completing the Legionella testing as required.

· Maintain the Asbestos Plan advising contractors and completing risk assessments before the start of each contract.

· Assist with developing and maintaining customer feedback processes for the service including analysing and responding to feedback.

General Obligations:

1. To promote a caring, helpful and unbiased attitude towards all tenants and other members of the general public and to maintain an impeccable standard of honesty in all such dealings.

1. To play a role in the “team approach” to all aspects of the Association’s activity and provide such cover for absent colleagues as may be reasonably required.

1. To promote and implement the Association’s equality and diversity policy in all aspects of the post holder’s work and in dealings with outside bodies.

1. To further the Association’s approach to quality and to identify improvement ideas in all areas of work.

1. To carry out the post holder’s responsibilities in relation to health and safety.

1. To carry out any other reasonable duties that may be identified.

1. To ensure the Association’s no smoking policy is adhered to.

1. To ensure you hold a full driving licence.

1. To participate in training and development relevant to the post and other wider training and development, as 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 in this document.












































































Who are we looking for ...

Criteria

Behavioural Competencies
	

	· Able to relate to all in a friendly and professional manner

	· Able to work as part of a team

	· Committed to work to a consistently high standard

	· Able to adapt to and thrive upon change

	· Able to generate ideas and implement them 



Skills and Knowledge 
	

	· An excellent working knowledge of property maintenance, including planned and cyclical maintenance
· Experience of surveying 
· Excellent organisational skills 

	· Able to communicate, negotiate and influence effectively

	· Able to counsel and mediate in dispute situations

	· Able to manage time effectively and prioritise workload

	· Able to work responsibly and on own initiative with minimal supervision

	· Appreciation of equal opportunities

	· Able to interpret computerised information and documentation

	· Good report writing skills

	· Good working knowledge of Microsoft Word 

	· Good working knowledge of Microsoft Excel 
· Numerate






Organisational ChartLynn Moir
Corporate Services Officer
Duncan Tilbe
 Chief Executive
Karen Fisher
Nursery Manager
Diane Gorge
Maintenance Services Officer
Emma Horsley
Customer Services Officer
Lesley Hannah
Financial Services Officer
Mary Tubman
Customer Services Officer
Susan Duxbury
Housing Services Officer
Nicola Pears
Housing Services Officer
Sandra Hall
Maintenance Services Officer
(vacancy)
Property Services Officer





Debbie Fox
 Operations Manager


Julie Armstrong
Housing Services Officer
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Mark McCarten
Business Support Officer


What you will get in return ....


Position

Property Services Officer



Salary

The salary for this post is £33,311 



Annual Leave

25 days per annum increasing by one day per annum up to 30 days maximum, plus bank holidays and three nominated days at Christmas/New Year.

The annual leave year is 1st April to 31st March and there is provision to buy/sell up to 5 days leave at the start of each year.



Place of Work

The Association’s office is The Minto Centre, Nilsson Drive, Westfield, Workington, Cumbria, 
CA14 5BD.

The role will require travel throughout Allerdale and West Cumbria.


Working Hours

The hours of work are 35 hours worked over 5 days (Monday to Friday).  Occasional out of hours working will be required, for example out of hours inspections, emergency responses and meetings.



Pension Scheme

As from 1st April 2014 it has become compulsory for all qualifying employees to be auto-enrolled into a qualifying scheme.  Westfield Housing Association is currently using the Social Housing Pension Scheme managed by TPT Retirement Solutions; the employee contribution rate is 3% – 7.5% of salary with the Association contributing twice the employee rate (up to a maximum of 15%).
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1.	It is the Association's policy that any person with a disability should have full and fair consideration for all job vacancies for which they are suitable applicants.  This means that all applicants with a disability who meet the minimum criteria for a job vacancy will be interviewed and considered on their abilities.



2.	The Association will continue to maintain in employment, wherever practicable, employees who become disabled during their working life and will help with their rehabilitation and retraining.



3.	The Association wishes to help all persons to realise their full potential by ensuring that they receive equal consideration for career development and promotional opportunities.



4.	Wherever practicable, the Association will modify job requirements, procedures or equipment to make full use of an individual's ability.



5.	In order to make this policy work effectively, close links will be maintained with the local Disability Employment Adviser and other specialist voluntary bodies, where appropriate.









Westfield Housing Association 01900 602906
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