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	Job Title 
	Technical Officer

	Team
	Repairs & Maintenance 
	Grade
	7

	Reports to
	Technical Services Manager

	Date
	July 2024



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To support the Repairs and Maintenance Service in achieving excellent performance, quality, and value for money. This role will provide technical support both in the office within the Housing, Wellbeing & Communities team and on-site, representing the Council in delivering repair service inspections.



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	Monitor the quality of Repairs and Maintenance throughout the Council’s Housing Stock through key performance indicators. Identify areas for improvement and implement agreed changes.

	2.
	Ensure compliance around cost, quality, and satisfaction.  Liaise on a day-to-day basis with key contract personnel across a broad range of contracts.

	3.
	Carry out inspections across a broad range of contract elements.  Issue and supervise works orders in accordance with department procedures.

	4.
	Formulate schedules of works, supervise works in progress, and certify payments both in progress and on completion.

	5.
	Manage voids ensuring optimal key-to-key turnaround times.  Closely liaise with contractors to ensure progress and quality.  Work with the Voids Coordinator to support an efficient lettings process.  Ensure properties meet Arun’s reletting standards and facilitate joint handover meetings to assess quality and value for money for all voids.

	6.
	Complete Post Inspection Orders in accordance within department procedures and a compliance ethic.  Check invoices for accuracy and process them in accordance with Council procedures.  Liaise with contractors regarding individual inspection results.

	7.
	Assist with Aids and Adaptations works, liaising with customers, internal stakeholders and contractors.  Maintain Arun’s schedule of adaptations to ensure that all applications and completed works are logged and accounted for.

	8.
	Issue work orders and authorise works and variations within assigned authorisation levels.  Address invoice and payment queries within agreed timescales.  Escalate issues as appropriate.

	9.
	Provide technical support to internal customers, including call handlers and neighbourhood teams.  Provide information to external customers and ensure free flow of information between reactive and planned works.

	10.
	Handle all correspondence and communication thoroughly and competently.  Resolve complaints in line with Arun procedures and in a timely manner.  Take ownership of customer enquiries with a solution-minded approach.

	11.
	Collect data about property condition and attributes.  Ensure timely input of relevant information.

	12.
	Assist with consultation and provide supporting information related to the Section 20 process.  Offer an appointment-based diarised service for pre and post inspections to minimise abortive calls, with support from the Administration Team.

	13.
	Stay up to date with legislation and best practices in compliance.  Embrace information technology and innovations to improve service delivery.  Commit to training and personal development to meet ongoing needs of the role and the service.

	14.
	Ensure all works comply with Arun District Council’s standing orders, financial regulations, legal requirements, and statutory and regulatory obligations.  Maintain adequate monitoring and auditing processes.

	15.
	Maintain effective management systems and comply with all Council policies, procedures, regulations, and initiatives.  Focus on Equality and Diversity, Health and Safety, and Safeguarding.

	16.
	Maintain comprehensive, accurate, and timely records of all contacts and actions.  Fully utilise all IT systems operated by the Council.

	17.
	Perform any other duties that are appropriate to this post.



Additional information 
	1.
	Not responsible for staff.

	2.
	Awareness of budgets.

	3.
	Service delivery: The postholder is expected to work to service delivery standards set by others. 



Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Building or Construction qualification or equivalent through relevant training/experience.
	x
	

	HNC/HND
	
	x

	Experience

	Schedule of rates ordering procedure. Use of Systems with M3NHF SOR or bespoke rates to raise works.
	x
	

	Previous experience as a Maintenance or Repairs Officer.
	
	x

	Knowledge of procurement and tendering best practice.
	
	x

	Raising and auditing electronic orders.
	
	x

	Dealing directly with repairs and maintenance contractors (e.g., Joint pre, post and interim inspections, and authorising VO’s and payments).
	x
	

	Attendance at regular contractor meetings.
	x
	

	Customer service experience, including complaint handling and disrepair.
	
	x

	Knowledge

	Worked within a housing repairs environment.
	x
	

	Ability to use a range of IT software and be IT self-sufficient.
	x
	

	Use of first touch or Civica
	
	x

	Knowledge of producing disrepair schedules
	
	x

	Sound knowledge of housing repairs and voids including Key to key times, Disrepair, A&A and RTR
	
	x

	Application of HHSRS.
	
	x

	Knowledge of Health & Safety Legislation/ Risk Management
	x
	

	Knowledge of Asbestos Regulations.
	
	x

	Behaviours

	Accountability: Acknowledges mistakes with patience and understanding and offers support to rectify the situation, putting in place measures to prevent future errors.
	x
	

	Integrity: Builds trust by meeting all commitments, demonstrates honesty and integrity and acts as a role model.
	x
	

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions.
	x
	

	Innovative: Uses initiative, contributes to, and implements new progressive processes or 
projects that will improve service delivery.
	x
	

	Transparency: Openly and honestly conveys information as they know it.
	x
	

	Approachability: Maintains visibility by 
regularly talking and interacting with colleagues.
	x
	

	Competencies

	Communication (written/oral): Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels.
	x
	

	Customer focus: Able to gain insight into 
customer needs to build and deliver solutions that meet expectations and maintain effective relationships.
	x
	

	Industry knowledge: Actively seeks out best practice and CPD to understand current issues related to the department, sector, and profession to make informed decisions.
	x
	

	Initiative: Is resourceful and able to work and make decisions with limited supervision.
	x
	

	Organisation skills: Understands work of the 
wider team and feeds into supporting this alongside own work, making the best use of available resources.
	x
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a 
network of contacts.
	x
	

	Other 

	
	Yes
	No

	Does this role require an Enhanced DBS (Disclosure and Barring Service) check?
	x
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	x

	Is this a Politically restricted post?
	
	x

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	x
	

	Does this role require a driver’s license and access to a vehicle?
	x
	

	Does this role attract an essential car user allowance?
	x
	

	Does this role attract a market supplement?
	x
	

	Does this role require a uniform?
	
	x
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