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HOUSING ASSOCIATION

A great place to live




JOB DESCRIPTION

JOB TITLE:


Repair Operative (Joinery)
GRADE:
Employers in Voluntary Housing Grade TAS 6
RESPONSIBLE TO:
Maintenance Manager   

DATE:


October 2024
Job Purpose
The specific purpose of the post of Repairs Operative is to provide a high quality and responsive repair and maintenance service to meet organisational targets for performance in the maintenance of the Association’s properties and other buildings in our ownership.  The Repairs Operative will contribute towards the work and duties of the in-house Trade Team to ensure we achieve performance and customer satisfaction targets, as well as best value for money in the delivery of the repairs service.

Main Objectives of Post


· To provide a high quality and responsive repairs service and improvement in the Association’s properties.

· To ensure compliance with Health & Safety

· To ensure high standards in working practices.

· To contribute to the provision of excellent customer service and other key policies.

· Other duties in keeping with the role of Repairs Operative and the Association’s work.

Principal Duties
1. To provide a high quality and responsive repairs service and improvement in the Association’s properties.
· Providing a high quality and responsive repairs service to meet organisational targets and objectives.
· Attend to re-active, cyclical or planned major repairs associated with joinery works of our tenants’ homes, empty properties, common property. other buildings owned or contracts secured by the Association.
· Responding to emergency, urgent and routine calls for repairs and service.
· Working occasionally at heights from scaffold platform, ladders or mechanical equipment.
· Identify work tasks required and measure for the material requirements of the job.
· Maintain, repair and instal a broad range of joinery fixtures and components all as expected in the environment we work in, both through maintenance and investment work in domestic dwellings. 

· Install new kitchens and assist in other planned installations e.g. kitchens in occupied and void properties and other buildings, as required.
· First fixing, including floors, stairs and partitions

· Second fixing including skirtings and architraves.
· Final fixings including hanging doors, handrails balustrades, kitchen units, worktops and fitting all associated ironmongery.

· Repairing/replacing internal and external doors.
· Repairing/replacing window frames.
· Having the ability to trace, diagnose and rectify faults.
· Having the ability to work unassisted and within a team.
· Having experience of working on your own initiative and instructing others who may be working with you.
· Carrying out required works in a void property as instructed by the Maintenance Officer.
· Carrying out inspections of properties and reporting findings as instructed by the Maintenance Officer.
· Working from drawings or even rough sketches.
· Having a good knowledge of materials, ironmongery and timber products

· Supervise, assist and appraise the work of any joinery or related discipline of apprentice(s), handyperson or labourers employed by the Association. 

· Working alone or alongside other trades to ensure targets are met.
· Assisting in other areas within your capabilities and training.
· Maintaining a clean, tidy and safe working environment at all times.
· Undertaking multi skilling in associated tasks you attend to support principal of one stop repairs and contribute towards the efficiency and best value of the Trade Team.  

· Liaise with the maintenance team members on the management of job status and will complete the relevant documentation, or electronic transactions in accordance with the procedures for specific work elements.
2. To ensure compliance with Health & Safety.

· work in a safe and orderly manner.
· keep your van in good order.
· Attend tool box talks on Health & Safety and work matters.
· comply with policies and procedures of the Association.

· have a good knowledge of the Association’s Health and Safety Policy and Procedures.

· Comply fully with Health & Safety and risk assessments associated with the work and activities in his/her role as joiner and a member of the Association’s Trade Team. 

· Operate and use required tools and equipment skilfully and safely.

· Report any safety concerns to the Maintenance Officer.

· Contribute to the preparation of risk assessments and method statements. 

3. To ensure high standards in working practices.

· Liaise with tenants and other customer by telephone and in person representing the Association, whilst working in their homes or the common property. Assist tenants and other customers in signposting them to individuals or services of the Association, as necessary.
· Manage and maintain the stock holding in your van through authorised suppliers to undertake joinery works timeously.
· Maintain the optimum level of material van stocks to maximise the opportunity to complete the repair tasks right first time.
· Complete all work orders accurately through the Simpro software, 

· Keep all items supplied by the Association in good order.

· Provide feedback on performance and quality of materials held in your van or supplied for your work.
· Ensure that he/she complies with the Associations Health and Safety Policies

· Advise the Maintenance Officer of any gaps in training or qualification which may arise due to changes in law or good practice.

· Drive the company vehicle and comply with vehicle maintenance and repairs procedures.

· Maintain driving licence accreditation and show evidence of this annually by submitting driving licence for inspection.

· Ensure your van is kept clean and tidy and locked at all times when away from the vehicle.
4. To contribute to the provision of excellent customer service and other key policies.

· Ensure the confidentiality of all information in the course of your role and work of the Association.
· Positively engage with the Association’s tenants and other customers in the delivery of the repairs service, and joinery works and installations.

· Advise the Housing Management staff of any concerns in relation to property or health & well-being of tenants in relation to their property or circumstances.

· Meet customer expectations in accordance with service requirements.
· Provide accurate and timely information on progress to customers with advice that is easily understood.
· Be courteous and professional to all recipients of the Association’s service.
· Participate in the Associations emergency call out scheme, if required

· Work out with normal working hours, if required with reasonable notice
5. Other duties in keeping with the role of Minor Repairs Operative and the Association’s work 

· Positively contribute to the achievement of Organisational aims and Team’s Contribution tasks and goals.

· Participate in promotional, marketing and community events relating to the Association’s work.
· Ensure a commitment to their own professional and personal development to meet the needs of your role and the Association.

· Ensure a commitment to the Association’s Equal Opportunity Policy and Codes of Practice.

· Work with colleagues and contractors in all areas of the business to ensure we are providing a first class repairs and maintenance service for our customers. 

· Carry out tasks commensurate with your role as directed by members of the Maintenance Team, Maintenance Officer, Maintenance Manager or Director.
Signed as Accepted by…..………………………………………………

Full Name (printed)……………………………………………………….

Date…………………………………………………………………………
