JOB DESCRIPTION AND PERSON SPECIFICATION

Role:				Planned Maintenance Surveyor

Responsible to:		Team Leader – Planned Maintenance

Responsible for:		N/A  

Salary:			£28,352.43- £30,457.34 (Job Evaluation Pending)	

Who is Cynon Taf Community Housing Group / Cwm Taf Care & Repair? 

Cynon Taf Community Housing Group is in the heart of Rhondda Cynon Taf in glorious South Wales.  We’re proud of our communities and our deep-rooted history in providing homes and support to the people who live in them. Our corporate plan sets out more detail about our activities which support the delivery of our vision, values, and key objectives.

We currently provide 1845 homes for rent, including 4 housing schemes for older people, two women’s refuges, and several supported housing projects delivered in partnership with other agencies. Our hugely respected Cwm Taf Care and Repair subsidiary provides services for older or disabled people living in privately-owned homes across Rhondda Cynon Taf and Merthyr Tydfil. Above all though, we are a people-based organisation, passionate about providing great services and support, being a good employer, and a respected partner in our region and across Wales.

Main Purpose of the Role

[bookmark: _Hlk86070613]The purpose of the role is to provide technical support to deliver Cynon-Taf Community Housing Group (CTCHG Group’s) planned property investment and improvement programme. This is an interactive role where you will work with the Team Leader – Planned maintenance services and operational teams across the division to ensure compliance with all health and safety related topics.
[bookmark: _Hlk86070671]The main purpose of the role is to ensure that the Group has up to data and accurate stock condition data and knowledge so that a programme of planned works can take place in line with tenant’s requirements, agreed budgets, operational capabilities and manages risk well. In addition, the stock data will enable the smooth planning of improvement programmes and decarbonisation over a longer-term period to ensure that our stock is of the highest possible quality and tenants feel safe and able to enjoy their homes.
Strong customer services and performance management and a clear understanding of our organisational culture and service standard are pivotal to the success of delivering the organisation’s aims and objectives. The Planned Maintenance Surveyor plays a valuable role in achieving the corporate plan and continuous improvement of our services.
In addition, the Planned Maintenance Surveyor will work with the Team Leader, and the Assets and Compliance Manager to create an environment where continuous improvement is embraced through a positive culture and delivering excellent outcomes for tenants and colleagues
Key responsibilities:

· Delivery of designated planned maintenance programmes and cyclical maintenance projects, exceeding our customer service standards and targets.

· Conduct in depth surveys utilising specialist equipment to assist in diagnosis of disrepair issues and any minor structural defects. 

· Obtain accurate and detailed information about necessary repairs/improvements to properties, and undertake a range of surveys, i.e. Stock Condition, Energy Efficiency, HHSRS, Legionella, Asbestos, estate and Physical Adaptations Grants (PAGs).

· Evaluate property condition surveys and complete feasibility assessments to identify investment requirements and make referrals for work to be planned through large scale capital programmes or stock disposal.

· Undertake detailed planned maintenance property surveys, preparing project programmes and schedules of works. Estimating the likely cost, making decisions on the works to be carried out, assessing job task times, materials and plant required to complete the works

· Identify repairs to void dwellings as part of our process for the re letting of properties. This should be assessed in accordance with our lettable standard for empty properties, with due consideration for the associated budget and performance target for re letting empty homes.

· Project manage assigned planned maintenance projects and specialist works i.e. kitchen refurbishments, bathroom upgrades, structural repairs, damp and condensation remedial works and PAG works.

· Observe working practices on site during and on completion of the works to ensure that specifications and quality standards are complied with and, that value for money is achieved with reference to invoice costs and schedule of rates. 

· Evaluate and authorise variations requests and the payment to contractors for work satisfactorily completed to the required standards. 

· Observe working practices on site and where any unsafe practices, take appropriate action, i.e. address with the Site Supervisor, report to Team Leader/Manager. 

· Deal with enquiries and complaints from a range of people, councillors and agencies, effectively and sympathetically both verbally and in writing. 

· Assist the Team Leader to supervise work in progress, including the supervision of contractors and colleagues, acting up for the Team Leader when required.

· Carry out communal and estate inspection and process associated maintenance works, working with other colleagues in the business to maintain accurate records ensuring required works are completed on time.
· Participate in the out of hours emergency call out service as the duty officer (on a rota basis) taking and processing tenants request, supervising a small team of trade colleagues and supporting contractors. Including visiting tenants’ homes when required.

Key Measures of Performance: 
· Delivery of planned and cyclical maintenance programmes to agreed target times and service standards.
· PAG works are completed to agreed target times and service standards. 
· Delivery of stock condition survey programme.
· Planned and cyclical maintenance works are completed within set budget targets.
· Excellent customer satisfaction with the services provided by the team. 
· Responded to service complaints and completed assigned investigations within set target days.
· Compliance with current legislation guidelines, company procedures policies and standards.
· Focus on health and safety at all times, including reporting all health and safety breaches, near misses and RIDDOR reportable incidents to the Health and Safety Team Leader as soon as possible
· Effective team working with colleagues and external agencies to ensure any operational difficulties are escalated.
· Safeguarding concerns, suspicions of allegations of abuse are appropriately identified, recorded and sent to Tenancy Management

Key Capabilities  
· Excellent building technical knowledge.
· Excellent problem-solving skills and a pragmatic approach to resolving complex issues, being resourceful and creative. 
· Excellent project management skills
· Thinking rationally and logically. 
· Thoughtful and analytical.
· Proactive, focussed and able to adapt to changing events.
· Working hard and embracing challenges.
· Able to spot opportunities for efficiency.
· Excellent customer focus.
· Excellent collaborator and communicator  
· Able to explain complicated things simply. 
· Purposeful and decisive. 
· Deliver tasks.


Person Specification  

All our staff are expected to commit to and exhibit values, attitudes and behaviours that contribute positively to our vision and mission and the values set out in our organisational Values (see Annex 1).   
 
Key Attributes  

· Business skills – understanding of business operations, HR and People departments, policies, and processes advantageous 

· People skills – ability to understand, build relationships with and work productively with a broad spectrum of people and a strong understanding of political and organisational dynamics in large/ complex organisations as well as SMEs 

· Commercial focus – drive to sell and deliver profitable work which clients really value  

· Comfortable in ambiguity – at ease with the challenges in complex, changing situations and working with clients who face similar challenges  

· Balanced self-assurance - confidence in own abilities, able to provide friendly challenge, tempered with humility and the desire to improve and develop  

· Development oriented - constant focus on self-development and openness to new approaches and ways of working  

· Pro-active attitude – able to adapt to challenges and can work independently to deliver against agreed targets and outcomes.

· Highly organised with the ability to communicate confidently at all levels. 

· Understands the barriers that prevent women from making a full contribution to the economy.  

· Purpose-driven - with a passion for Chwarae Teg and our mission, our purpose, our clients and our way of working together with a strong underlying motivation to achieve a gender equal society  

· Sales and Negotiation skills - experience of managing sales pipelines and forecasting ongoing revenue. With a proven record of delivering agreed sales targets and annual targets

· Change focused - experience of organisational change through positive influence


Technical abilities  
 
· [bookmark: _Hlk86071004]Relevant professional qualification in Construction or Building Maintenance areas e.g. BTEC HNC/HND, BSc degree or equivalent or comparable through experience in work related to the role.
· [bookmark: _Hlk86071087][bookmark: _GoBack]Strong knowledge of building construction, maintenance and associated technical information.
· Experience working in social housing.
· The ability to work under pressure and have a forward thinking and positive approach to problem solving with proven experience of effective decision making. 
· A comprehensive understanding of stock condition surveys, dampness & condensation related defects and resolutions. 
· The ability to work collaboratively with internal and external partners and the knowledge and confidence to challenge where necessary. 
· Experience and knowledge of the landlord and tenant legislation including the housing disrepair protocol.
· Understands Building Regulations and Welsh Housing Quality Standards
· Experience dealing with contracts and contract management. 
· The ability to analyse, write and report in clear and concise manner 
· Experience using IT applications and Microsoft software (Excel, Word and Outlook). 


Desirable:
It would also be beneficial for the post holder to; 
· Have a professional qualification in the field of construction or maintenance RICS, CIOB or equivalent. 
· Ideally, will have experience of PAG process & design, project management, and monitoring specialist repair projects.
· Have detailed knowledge and understanding of stock appraisals and feasibility assessments.
· Have the ability to speak and write Welsh  

 
 


















Annex 1:  
 
OUR VISION We want to be part of happy, healthy, and prosperous valley communities where everyone has a chance to live well. OUR PURPOSE We’re here to provide great homes and support for the people who make up our communities. OUR COMMITMENT TO EQUALITY AND DIVERSITY Diversity is everybody’s responsibility. We value and promote equality and diversity at all levels throughout the organisation. 

Our Values

PASSION – We care passionately about what we do

RESPECT – We treat everyone with respect

RESPONSIBILITY – We take responsibility for our actions

INTEGRITY – We carry out our roles with honesty and sincerity

EXCELLENCE – We always do our very best

Key objectives: 
• Supporting resilient communities 
• Delivering excellent services 
• Growing our supply of homes 
• Protecting our financial sustainability 
• Investing in our governance, our people, and our systems 
• Partnering with others to achieve shared goals 

Across all priorities are:
· Fairness and equality
· Value for money
Reducing our environmental impact
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