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Chislehurst & Sidcup Housing Association

Job Description

DESIGNATION:

Building Maintenance Surveyor
RESPONSIBLE TO:
Chief Executive
RESPONSIBLE FOR:
No line management responsibility 

PURPOSE:
To maintain the Association’s portfolio of properties to the highest possible standards within the Association’s policies and resources, and to provide an efficient and responsive service to tenants.

KEY ACCOUNTABILITIES:

1.
Maintain an approved list of contractors in accordance with the Association’s policy.
2.
Ensure that the performance of contractors is appropriate taking the necessary action where performance falls below the expected level. 
3.
Manage the day to day repairs, major repairs and planned maintenance budgets.

4.
Manage the annual inspection of the Association’s properties. 
5.
Develop and manage the planned maintenance programme.

6.
Identify, project manage and programme all major repairs and stock reinvestment programmes. Assisting and preparing tender specifications in consultation with staff and tenants.
7.
Develop and deliver the service in an innovative and efficient way and in accordance with the Association’s policies, procedures and strategies.
8.
Develop and review relevant policies, procedures and strategies in accordance with the Association’s timetable for review and 

contribute fully to the development and achievement of the Association’s    Business Plan.

9.
In conjunction with the Chief Executive and Housing Services Manager, recruit new members of staff and supervise and manage staff as necessary.

10.
Be responsible for good mechanisms of communication throughout the organisation and deliver services fairly in accordance with the Association’s Equality and Diversity policies and strategy by ensuring that tenants are consulted appropriately. 
11.
Draft and prepare reports for the Management Team and Board as and when required, by making full use of the Association’s Information Technology systems.
12.
Ensure that Health and Safety is effectively delivered in the organisation and that Contractors also abide by the relevant health and safety legislation and Association’s policies in this regard. 
13.
Monitor and review the performance of key contractors on the Association’s approved list in line with agreed timescales. 

14.
Carry out pre and post inspections of works in accordance with agreed financial limits and percentages.
15.
Manage expenditure within agreed budgets and ensure that programmes for planned works are in place by March each year and contracts are completed within budget and on time.

16.
Ensure that the stock condition database is maintained and updated on an ongoing basis.
17.
Prepare performance reports and indicators on a regular basis by manipulating the Association’s IT systems. 
18.
Act as Co-ordinator in accordance with the Construction (Design and Management) Regulations 2015, in particular acting on behalf of the Association as the Client.

19.
Act as a Designer in accordance with the duties under the Construction (Design and Management) Regulations 2015; to prepare or modify designs or drawings and to eliminate, to reduce or control foreseeable risks that may arise during the construction and the maintenance and use of a building once it is built, modified or refurbished.

20.
Consider health and safety risks which need to be considered alongside other factors that influence the design, such as cost, fitness for purpose, aesthetics and environmental impact. Working with contractors (including principal contractors) to identify the potential risks and ways they may be 
controlled, in accordance with the Construction (Design and Management) Regulations 2015.
21.
Undertake building surveys.

22.
Diagnose building defects, specify and administrate required remedial works.

23.
The post-holder may be expected to work extended hours as necessary, in order to carry out their duties and it may be necessary to attend some evening meetings.
24.
The post holder must hold a current driving licence and have use of their own car.  
25.
Although the job is essentially about building maintenance, the post holder
must be able to deal with tenants and third parties confidently and appropriately, including dispute resolutions. 
26.
It will be necessary to inspect high or difficult to reach parts of buildings from time to time, the post holder must ensure that they are able to undertake this task without any support or supervision.
27.
Undertaking research as necessary and collating information.

28.
To achieve the duties set out above in an efficient, effective and confidential manner.  Demonstrating discretion, with the minimum of supervision, drawing to the attention of the Chief Executive any difficulties or uncertainties that may be obstacles to performing the above tasks. 

29.
Using own judgement as to the priority of tasks seeking advice only when in doubt.

30.
Any other tasks consistent with the above, as directed by the Chief Executive.  

This job description describes the current duties and responsibilities of the post.  However, as the post evolves, gradual changes to the duties may occur.  Where substantial changes occur, which either affect other postholders or the level of responsibility, consultation will take place with the staff member. 
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