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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	Planned Maintenance Manager
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	Department:
	Asset Management
	

	Reports to:
	Head of Asset Management
	

	Band:
	D
	

	Date:
	October 2021
	


Purpose of Job

To manage a team of Contract Officers to effectively plan, prioritise and ensure delivery of the Planned Maintenance Programme, Cyclical Works and Landscaping on all properties owned or managed by Hanover, excluding mechanical and electrical services. 
To ensure the Contract Officer team support the delivery of the Reactive Maintenance Service in coordination with the Contracts Manager (Repairs and Voids). 

To deliver a first-class Asset Management and customer service in relation to the support and delivery of all works referred to above, to over 4600 rented properties and approximately 1200 factored properties over a substantial geographical part of mainland Scotland.

Main Duties and Responsibilities
1. Policies and Procedures
1.1 To ensure that policies and procedures for planned, cyclical and major refurbishment maintenance work are properly implemented, reviewed, and updated.
1.2 To ensure full and effective application of Hanover’s policies and procedures on all aspects of procurement, the award of contracts, budgeting and expenditure. 
2. Planning, Budgeting and Award of Work
2.2
In conjunction with the Head of Asset Management, design and propose a strategy for ensuring that the stock condition information held is up to date and is comprehensive and subject this to regular review.
2.3 
To contribute to and propose annual and long-term budgets for all planned, cyclical and landscaping functions to the Head of Asset Management. 
2.4 To work with the Procurement Team to ensure that all procurement complies fully with current Scottish Government regulations and guidance ensuring value for money is achieved. 
2.5 
To seek, apply for and administer any suitable grant funding or loans to support proposed capital works.
2.6
To deliver high levels of customer service from managing our programme of works effectively.  This will involve communicating effectively with customers and allowing them to make choices relating to their homes, responding to complaints in a timeous manner and learning any lessons to ensure continuous improvement of the services we provide.
2.7 To support the Factoring Team to deliver works as and when required by owners, ensuring that there are the funds to pay for the works, that owners are consulted and give the necessary approval prior to works taking place.
2.8 To create a communication plan for works taking place at our developments to ensure that customers are aware of the forward plan, understand the likely timescales for delivery, understand any constraints of factor which may influence the programme and ensure customers are kept up to date throughout the process. 
2.9 To ensure that programmes, works specifications, tender invitations and any contracts prepared, take full account of Construction Design and Management (CDM) Regulations 2015 and any other statutory compliance provisions and that all Health and Safety requirements are adhered to.
2.10 To ensure that all required statutory approvals are in place prior to works commencing and take into consideration any leasing arrangements etc that may be relevant
2.11 To ensure that all contracts and other works are awarded properly, fairly and equitably in line with Hanover policy and procedures, ensuring entries are made in the Contracts Register. 
2.12 To retain records of all programmes related correspondence.
2.13 To respond timeously to all communications from Customers, staff, contractors, and other stakeholders to ensure Complaints, Freedom of Information Requests and Subject Access Requests are processed in accordance with our policy and procedures.
3. Management Responsibilities
3.1 Manage and develop all team members, to ensure they have the necessary skills to carry out their role.

3.2 Work with the Governance & Transformation Team to create and maintain a suite of Key Performance Indicators (KPIs) to allow our Planned Maintenance performance to be measured and monitored and improved where required.  This will include preparing regular performance reports for presentation to Executive Leadership Team, Senior Management Team and Board & Committee as required.  
3.3
Create a performance culture within the department that is underpinned by a strong, personal performance motive and belief in continuous improvement.
3.4
Lead on the delivery of projects to support the delivery of the Strategy & Business Plan and day-to-day service improvement using the agreed Hanover model of project management.

3.5 Work with the wider Asset management team to develop and embrace consistent standards across all our stock.
3.6
Direct and manage the Planned Maintenance Team to ensure work is carried out in an effective and consistent manner that meets the targets set and is consistent with Hanover’s strategy, values and competencies. Manage and support the team by
· Ensuring the teamwork and communicate effectively with other teams. Support, develop and coach managers, through regular 121s to ensure they fulfil their responsibilities for the Employee Performance Review process with their own team members.

· Take responsibility for the recruitment and development of the team and manage their performance, including managing sickness absence.
· Provide feedback to staff within your team and proactively recognise and acknowledge excellent work and encourage continuous improvement
· Ensure that the team receive appropriate training to deliver their role, promote their personal development and increase job satisfaction.
· Ensure the team comply with all relevant policies, procedures, health and safety requirements, data protection requirements, legislation, and regulatory requirements. This includes adhering to the requirements of the Health & Safety Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 (as amended) and all relevant Codes of Safe Working Practice and policies.
4. 
Other Responsibilities
4.1
Participate in the emergency Out of Hours rota.

4.2
To undertake other duties as delegated by the Head of Asset Management and the Director of Asset Management.
.  
4.3
Maintain up to date knowledge of regulatory and statutory requirements pertinent to the Department.  
4.4 Represent the Asset Management Team at various regular team meetings on request.

4.5 Contribute to the Senior Management Team to ensure the effective management of the day-to-day operations of Hanover.

Working Relationships

The list below provides an outline of relationships:
Internal 

· Maintenance Officers report directly to the post.
· To work collegiately across all Asset Management Teams and staff in other departments as necessary to meet the needs of the service.
· Work closely with Central Procurement Team
External
· Tenants and owners and their representative bodies, to consult on and inform about proposed works, work performance and completions
· Planning authorities and building control, land register and other organisations with statutory rights regarding any works, where necessary.
· Architects, Surveyors, Clerks of Work, Health & Safety Executive, Fire and any other enforcing authority.
This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive, and the post holder may be required to undertake such other duties as may be required to meet the needs and responsibility of the service and Hanover.
Signed ………………………………………….
Line Manager (if applicable)

Signed …………………………………………..  Post Holder
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Job Title:
Planned Maintenance Manager
As part of the Disability Symbol accreditation, the Association has made the commitment to interview all applicants with a disability who meet minimum essential criteria for the post.

	Criteria
	Essential/Desirable

	1. Skills/Abilities/Knowledge
This section specifies the skills, abilities and knowledge the post holder must have to perform satisfactorily.
	

	· Experience of managing a significant programme of planned works to a budget and delivering value for money
	Essential

	· Skills and knowledge to plan and manage all stages of maintenance and repair programmes.
	Essential

	· Experience of designing and implementing a programme of stock condition to ensure our data is up to date and maintained at all times. 
	Essential

	· Knowledge of and experience in evaluating differing procurement options in regard to planned, cyclical and landscaping works to achieve value for money and high levels of customer service. 
	essential

	· Knowledge of terms and conditions to instruct consultants on and level of performance expected 
	Essential

	· Knowledge of contractual choices to reflect type of work to be contracted
	Essential

	· Competent in project costing, budgetary and expenditure control
	Essential

	· Skilled in managing contractors from day works to major planned, cyclical, refurbishment and specialist works.
	Essential

	· Fully skilled in project planning, control, review and reporting.
	Essential

	· Ability to problem solve and innovate to find solutions
	Essential

	· Fully conversant with planning, building control and other statutory requirements.
	Essential

	· Ability to manage staff to meet programme targets and Key Performance Indicators
	Essential

	· Ability to multi task a varied and demanding workload
	Essential

	· Clear and effective communicator at all levels including the ability to explain technical information to laypersons in consultation.
	Essential

	· Technical knowledge sufficient to plan and oversee multi-works high value contracts and associated CDM requirements relating to same.
	Essential

	· Fully conversant and able to ensure compliance with workplace health and safety requirements.
	Essential

	· Sound understanding of information management and reporting requirements in an environment maximizing use of information technology.
	Essential

	· Excellent computer skills, including experience using Microsoft Windows, Office, word-processing & e-mail.
	Essential 

	· Ability to negotiate with contractors and suppliers
	Essential

	· Ability to produce a full technical brief for consultants 
	Essential

	· Sound knowledge of specifications and the procurement of same
	Essential


	2. Experience

This section specifies the level and quality of experience required.
	

	· 5 years experience in an equivalent position.
	Desirable

	· 3 years staff management experience
	Essential

	· Extensive background in delivering planned programmes and project delivery 
	Essential


	3. Education/Qualifications
Degrees or diplomas obtained abroad are acceptable if they are of equivalent standard to UK qualifications.


	

	· Full membership of a professional body in construction, facilities management or maintenance discipline.
	Essential

	· Educated to degree level 
	Desirable

	· HND level qualification in construction related discipline
	Essential


	4. Other

This section specifies other factors which may be necessary.


	

	· A current and preferably clean driving license.
	Essential

	· Evidence of Continuing Professional Development and training
	Essential


	5. Equal Opportunities

This Association is working actively to promote equality of opportunity both in its employment practices and in the delivery of its services.  It is essential that the postholder is willing to work in accordance with existing policies and codes of practice
	Essential
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