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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Housing General Maintenance Operative

	GRADE:
	SCP 16-19

	POST NUMBER:
	6790A

	SERVICE:
	Housing

	RESPONSIBLE TO

	Neighbourhood Services Manager

	JOB SUMMARY:

	To assist tenants in the Borough’s general needs accommodation with a range of small domestic repairs and improvements to their homes; and to carry out a range of small works to the communal areas of the general needs flats both internal and external (the attached list of works covers the expected works more fully).

	ROLE REQUIREMENTS:
	

	1.
	To be able to competently and safely carry out a range of domestic repairs and improvements to the homes of housing tenants (in accordance with the approved schedule of works.



	2.
	To refer any works required that are outside the scope of the approved works to the Department’s Repairs Team in order to arrange specialist or appropriate remedial works.



	3.
	To carry out a range of works to the communal areas of blocks, both internal and external to help maintain a well looked after appearance. (It is expected that there will be seasonal variation in the nature of the work.) The n post-holder will have the opportunity to be creative when carrying out works to communal areas, including consulting with neighbourhood housing officers and tenants as to how best to improve such areas.



	4.
	To make appointments as far as possible with the tenants requesting work; however, when the post holder can be flexible and carry out additional works based on ad hoc requests for approved work without undue impact on subsequent jobs this is to be encouraged. 



	5.
	To ensure at all times when working in either communal areas or an individual’s home that they offer the highest standards of customer care, are courteous, helpful, clean and tidy, respecting that tenant and their property. This includes any visitors the tenant may have.



	6.
	In terms of day-to-day operational activity, the Neighbourhood Services Manager and the Neighbourhood Services team will provide guidance on which addresses and schemes require what work will direct the post-holder.



	7.
	The post-holder would be expected to have good inter-personal skills, particularly with tenants. To immediately report any concerns, they may have about any tenant to the Neighbourhood Services Manager.

	8.
	To maintain records of all jobs carried out and materials used on the appropriate forms.



	9.
	To comply with the council’s health and safety policy; and to similarly have regard to the safety of tenants when working in their home or communal areas. Any concerns must be reported to a manager.



	10.
	To liaise with the Neighbourhood Services Manager on a program of works to the communal areas of schemes, both internal and external to try and plan such works wherever possible e.g. deep clean of communal carpets, internal redecoration, cyclical weeding and hedge-trimming for an example.

	11.
	To maintain any equipment and materials provided (tools, vehicle etc.) in good order and in accordance with instructions. Vehicles are to be kept in a clean condition (internally and externally). The vehicle provided is to be parked securely every evening in accordance with the stated procedure.



	12.
	To attend meetings as required and any training courses when requested to do so.



	13.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	14.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	15.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	16.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	17.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	18.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	19.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS:
The post holder must maintain at all times a satisfactory BASIC report from the Disclosure and Barring Service.
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PERSON SPECIFICATION
	JOB TITLE:
	Housing General Maintenance Operative 

	POST NUMBER:
	6790A

	SERVICE:
	Housing


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good literacy and numeracy; ability to maintain records as required
	· Basic computer skills

	EXPERIENCE
	· Ability to carry out a range of standard home repairs such as basic carpentry skills and home improvements; ability to carry out some standard gardening work e.g. mowing, hedge-trimming, weeding etc.
	· Previous experience in a similar role

	SKILLS & KNOWLEDGE
	· Ability to carry out the range of simple domestic repairs

· Experience of dealing with older people

· Clean driving license
	· Some form of trade qualification e.g. NVQ in carpentry;

	OTHER REQUIREMENTS
	· Good listener; ability to communicate well with a wide range of people; patience; pride in the job
	· Ability to keep up to date records. Organise own time Prioritize workload. Keep ILO’s & Tenants informed of job requests.

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST: 
A satisfactory BASIC report from the Disclosure and Barring Service.




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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Housing General Maintenance Operative Task List

(This list is reasonably thorough but cannot be exhaustive of all functions we would hope to be able to do. Similar jobs that are broadly comparable to the level of skill and capacity of the post-holder would be expected to be done)

1. Fit bathroom cabinets/toilet roll holder/towel rails (bathroom fixture pack) Tenant to supply 

2. Replace broken toilet seats/re-fix toilet seats

3. Fit shower curtain/rail. Refit existing shower rail. Tenant to supply
4. Re-hang/adjust internal doors

5. Fit post basket Tenant to supply
6. Put up shelves Tenant to supply
7. Assemble flat pack furniture – this is furniture that can be assembled by a single operative only and does not require moving once constructed. Tenant to supply
8. Fit rotary dryer Tenant to supply, unless communal rotary dryer. 
9. Re-fix door handles/knobs

10. Replacing light bulbs (except fixed kitchen & bathroom) 

Tenant to supply
11. Repair fencing. 

12. Clear gutters – bungalows only (single story)

13. Distribute salt and clear ice / snow to pathways in and around schemes. This is in conjunction with Engie on an ad hoc basis liaising with Ian Dyson  

14. Replacing washing lines

15. Extend telephone lines

16. Taking down/putting up curtains/blinds and rails tenant to supply
17. Fitting pictures/mirrors tenant to supply
18. Re-fix loose wallpaper

19. Treat ant infestation

20. Fit door stop

21. Renew bath/shower sealant

22. Fit key safe tenant to supply unless we’ve requested
23. Chains/spy holes 

24. Move furniture 

25. Changing plug fuses/rewire plugs

26. Unblock sinks

27. Change washers
28. Connect & Disconnect Washing Machines & Dishwashers
29. Mend broken step/paving

30. Setting up TV/DVD/videos

31. Fit padlock/pad bolt to garage/shed tenant to supply
32. Fit water butt

33. Fit carpet bars or pin down loose carpet

34. Clean behind and around cookers/washing machines or other heavy machinery

35. Fit or replace airing cupboard slats/shelving

36. Fit cat/dog flaps tenant to supply
37. Fit grab rails as requested in communal areas.

38. Fit grab rails as requested by occupational therapists.

39. Cut back overgrown vegetation if affecting access to property or communal areas (Health & Safety) and bag up for refuse collection.

40. Cut edges of lawned areas where grounds maintenance service does not cut neatly to edges

41. remove weeds/moss from paths and patio areas

42. carry out internal decoration of communal parts (to areas appropriate for single person to undertake)
43. clean communal carpets using professional carpet cleaning equipment 

