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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Planned Maintenance Manager

	GRADE:
	MG6

	POST NUMBER:
	7045A

	RESPONSIBLE TO

	Head of Housing Assets 

	JOB SUMMARY:

	In this key role you will play a pivotal part in shaping the future of our housing projects. 
To manage the provision of the Planned Maintenance service to the Council’s housing assets, ensuring that the planned maintenance programme of works is produced and completed within financial and time constraints.  
You will be responsible for the end-to-end delivery of planned work projects within the programme, including procurement, the effective planning, design, mobilisation and delivery of works / targets.
Work closely with colleagues in housing and other departments to ensure a coordinated approach to the delivery of corporate and housing priorities, objectives and projects. 

Adopt a strategic role in relation to all aspects of repairs and maintenance within Housing and continually strive to develop and introduce new and/or better methods of providing and delivering the maintenance service and asset management.

	ROLE REQUIREMENTS:
	

	1.
	To assist the Head of Housing Assets in the delivery of the day-to-day service for Planned Maintenance, Improvements, Adaptations, to the Council’s Housing Stock. 
a. Prepares designs, specifications and sketch drawings as required for the tendering and carrying out of work to the required standard; develops programmes of work, surveys properties, liaises with contract supervisors, liaises with Social Services/Health workers, raises and issues orders, validates financial claims and invoices, prioritises their own work within specified limits. 
b. Identifies properties in need of greater than usual investment to meet the required standard, assesses the need and advises the Manager, noting which (if any) of the property elements in poor condition may be due to tenant misuse. 
c. Maintains constructive relations with contractors, monitors their performance, deals with day-to-day queries, referring to more complex issues to the team Manager. 
d. Decide upon variations required or those requested by the contractor within specified budgetary limits; values completed works in collaboration with the contractor and using a Schedule of Rates. 
e. Maintains digital Property records, team records and diaries, personal diaries and time records; submits regular reports to the team Manager on progress against targets and contractor performance; uses and interrogates digital systems to support their work.

	2.
	To provide quality control, tenant liaison and customer care roles on site. 
a. Provides a proactive quality control service for the client, ensuring work is carried out to the agreed standards and specifications; acts through the contractors’ supervisors where these are not being met; advises the team Manager if a contractor is consistently not meeting standards.
b. Liaises with tenants and others affected by the work, to promote the smooth organization of the work, creating as little disruption as is practicably possible; acts as an advocate for the tenant where difficulties are experienced during the work; liaises with colleagues in Housing if tenant behavior becomes obstructive to the work. 
c. Keeps records of any issues arising during work and assists the Manager with the resolution of complaints, disputes, claims and the like by providing and collecting records and information.


	3.
	To ensure work is carried out safely, to the required legislation, regulations, Approved Codes of Practice, etc. and observing Best Practice in the industry. 
a. Ensures all work is carried out in accordance with current requirements of the Health and Safety at Work Act and all legislation, regulations, Approved Codes of Practice, etc. falling under the Act as they apply to construction work and the work of the team. 
b. Ensures all contractors prepare adequate Construction Phase Health and Safety Plans, Risk Assessments, Safe Systems of Work, etc., whether the CDM Regulations apply and that adequate records demonstrating compliance with those plans, assessments and systems are kept

	4.
	As directed by assisting colleagues across the Housing 
a. Maintains good working relationships with colleagues in the Housing to ensure good customer care. 
b. Provides technical advice to colleagues and others as requested, including nontechnical staff, in the interest of ensuring good quality work to the housing stock. 
c. Carries out such duties as are required by the team Manager to ensure the effective delivery of the service.

	5.
	To ensure delivery of the objectives and targets identified in the Housing Strategy and the Business Plan and be aware of the need to review and amend such objectives and targets, demonstrating innovation and consider the risks and manage any exposure to risk. 

	6.
	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.

	7.
	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.

	8.
	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.

	9.
	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.

	10.
	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.

	11.
	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. 

	12.
	Additional Duties

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

	OTHER CONDITIONS:

Driving Licence  
Safety Critical Role
October 2025
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PERSON SPECIFICATION
	JOB TITLE:
	Planned Maintenance Manager

	POST NUMBER:
	7045A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· HNC/HND in Building Studies, or equivalent, and/or significant relevant experience.

· Detailed knowledge of Health & Safety legislation, particularly regarding CDM Regulations.

	· Qualified or actively pursuing CIOB or MRICS.

· Degree in relevant subject

	EXPERIENCE
	· Proven background in management within a housing setting 

· Significant experience in managing a planned maintenance service
· Significant experience in the development, production and supervision of various types of maintenance work to occupied properties in a housing setting.

· Significant experience in procurement and contract management of various types of maintenance work.
· Significant experience of managing large budgets.

· Good technical and communication skills to deal with contractors, outside organisations, tenants and the public.
	· Experience of working in a local government environment or Housing Association 
· Experience of local government procurement
· Experience of managing multiple projects 
· Proven experience in the procurement of large contracts via Tender or framework 


	SKILLS & KNOWLEDGE
	· Sound understanding of the legal requirements for the Council as a landlord

· Demonstrate a sound understanding of health and safety in the context of the job role. 

· Strong leadership skills 


	· Experience of working in a council within Housing 

· Qualifications or pursuing same. 

· Evidence of managing a team 

	OTHER REQUIREMENTS
	· Demonstrate strong team player

· Demonstrate ability to communicate clearly at all levels of the organisation
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

Full UK Driving License 




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

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour
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Open to Change
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Commercial and
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