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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Responsive Repairs Voids & Contracts Manager 

	GRADE:
	MG7

	POST NUMBER:
	7094B

	RESPONSIBLE TO

	Operations Manager - Responsive Repairs

	RESPONSIBLE FOR
	Void Supervisor and Void CSA 

	JOB SUMMARY:

	To provide contractual management and oversight to responsive repair contracts and to provide end-to-end management of the void process to ensure effective delivery of all void works, including successful lettings.  

To oversee and coordinate all aspects of contracts and procurement, including the preparation of specifications and the collection of relevant technical information to support procurement processes across multiple areas of the service and business, contractor management, and overall effective management.
To actively lead a team undertaking void works ensuring works are completed in line with void processes and policies and voids are delivered to the standard required within the shortest timeframe, in line with the key performance Indicators 
To manage and coordinate the delivery team to ensure contractors and internal operatives are productive, working safely and effectively. 
To take fully responsibility for ensuring systems and controls are in place of the effective management of the void process, liaising across all teams including both the lettings team and tenancy teams accordingly to ensure properties are let effectively without delay. 

To ensure all policies and procedures are followed implement and adhere to the organisation health & safety policy/strategy and ensure all parties engaged in the work do the same. 

To ensure financial controls are in place to ensure costs are controlled and works delivered in line with budgetary constraints.  
To manage the void contract effectively ensure all works are complete in line with the contractual documentation 

	ROLE REQUIREMENTS:
	

	1.
	To provide clear management of the void process end to end ensure all voids are managed effectively, void turnaround times are reduced and costs controlled. Providing specific advice on business development / changes in processes and enhancement to reduce void times and increase customer satisfaction 

	2.
	To effectively manage a mix of teams, both in house resources and external contractors to ensure maximum productivity, safe working practices and controlled cost within budget, identifying savings.

	3.
	To ensure that all work undertaken is satisfactorily and completed within agreed cost and priority, ensuring that all variations and SORs are appropriately authorised and checked following completion of works. 

	4.
	To manage both the Voids Supervisor and Void CSA to ensure effective teamwork, providing direct management of all areas in their absence to ensure continuity and resilience. 

	5.
	To actively collaborate with both the lettings and tenancy teams to ensure effective end to end management of the void process. This will include continually updating and collaborating with these teams to ensure viewings/lettings are undertaken and completed to reduce void times.

	6.
	To be responsible for the management of works and  inspections of work to ensure “right first time” approach to void works in line with the void standards and KPIs, taking appropriate action in the event that performance issues to ensure services do not fall below acceptable levels at any point. 

	7.
	To be fully responsible for the void key performance and service performance indicators including maintenance and reviews Business Management Systems and standard operating procedures . To ensure all records relating to such are fully documented. To prepare reports and attend Housing Management Team / report to Directors and senior management /to report on performance on a regular basis. 

	8.
	To be fully responsible for budget monitoring and controlling costs whilst ensuring maximum quality for voids. To ensure financial controls and segregation of duties are in place. To control processes and systems to ensure all orders for materials and contractor payments are reconciled. 

	9.
	To control and monitor the allocation and use of all plant and vehicles used by the operatives in their work. Ensuring at all times, staff are competent, the correct use and maintenance of these items by the operatives to work safely, maximise efficiency and minimise costs.

	10.
	To manage quality of void standards and completion  including ensuring the necessary post inspections and quality checking process are in place to ensure that work has been carried out to a satisfactory standard, recording details of findings and taking remedial action where failings are identified, without delays in the void turnaround times.

	11.
	To oversee and coordinate all aspects of contractor performance and procurement, including the preparation of specifications and the collection of relevant technical information to support procurement processes, contractor management, and overall effective management of contractors across the multiple areas of the service. Including procurement, evaluation of tenders and subsequent contractor management, ensuring KPIs and other measurement mechanisms are monitored and performed.  

	12.
	To always provide full support to the Operations Manager and as required support other elements of the repair service within the scope of the role including supporting and assisting in repair inspections/arrangements for repairs to tenanted properties. To comply with any other reasonable management request.

	13.
	To manage the void process, support the development of business management systems, SOPs. Develop audit processes and manage and maintain these accordingly, ensuring continuous improvement and effect management. 

	14.
	To ensure effective management of the void contract and in-house teams. Including ensuring effect contract management systems are in place for monitoring contractor/ in-house performance with clearly documented controls. 

	15.
	To ensure compliance with all relevant Health and safety legislation. Carry out Risk Assessments and write method statements when required for individual works orders. To undertake periodic inspections of work, plant and the workplace  in accordance with relevant schedules. 

	16.
	To attend all mandatory courses related to your role and ensure all staff under your control are trained and competent accordingly. Develop training programmes for the team to ensure effective management, safe working and maximum productivity 

	17.
	Ensure all operatives receive adequate training to carry out their role on the project.

	18.
	To liaise with other service managers, both internally and externally. Provide feedback to councillors and other interested parties as required and to lead on investigating and satisfactorily responding to complaints and issues relating to voids. 

	19.
	To liaise with the contractors via the computerised system  relating to discrepancies in authorised works such as a requests for variations and additional payments.

	20.
	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.

	21.
	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.

	22.
	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.

	23.
	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.

	24.
	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.

	25.
	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. 

	26.
	Additional Duties

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

	OTHER CONDITIONS: 

Safety Critical Post
Essential Car User
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PERSON SPECIFICATION
	JOB TITLE:
	Responsive Repairs Voids & Contracts Manager

	POST NUMBER:
	7094B


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Excellent experience of contract management and the management of works 
Degree of equivalent level in Building or Construction / Housing repairs or relevant experience.

Excellent systems and IT
	IOSH managing safely


	EXPERIENCE
	Experience of working with in partnership with a Local Authority Client with management experience of a similar operation in a busy void operation
Up to date relevant industry related knowledge

Understanding of local government

Experience of Partnership arrangements
Previous social housing experience and void knowledge

Multiple experience in all areas of repairs and dis repairs areas. 

Excellent knowledge of procurement and contract management across multiple areas and disciples 


	

	SKILLS & KNOWLEDGE
	Excellent numerical and written skills essential

Excellent use Microsoft Word, Excel, PowerPoint and use of general office equipment

Ability to manage others and work as part of a team.

Organisational skills, having a good knowledge and understanding of building repairs
Good knowledge of tenders and procurement and contractor management 
Good negotiation skills 
	

	OTHER REQUIREMENTS
	Self motivated
Enthusiastic

Flexible & adaptable

Good communicator

Well presented

Reliable 

Displays initiative 

Confident
Full Driving Licence
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

Safety Critical Post 

Physical requirements of the role include working at height (ladders and scaffolds), working in confined spaces, stretching, reaching and kneeling.




	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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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






