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	Post Title
	Senior Planner

	Post Number
	013990

	Business Unit
	Building Safety and Housing Property Services

	Business Unit team
	Repairs and Maintenance

	Accountable To (Line Manager)
	Repairs Manager

	Responsible For (Direct Reports Post Title)
	Planners 


Job purpose
[bookmark: _Hlk179360037]To be responsible for the day-to-day scheduling of responsive repairs (and voids works if/when required) through the Dynamic Resourcing Scheduling system (DRS) for several trade persons providing excellent service delivery to all customers while ensuring maximum efficiency and maintaining key performance indicators. 

To support the Supervisors, Project Officers, Business Support Officers and other colleagues as required in the planning and execution of responsive (and void) repairs.

To act as the main contact for Customers, Customer Service Centre and other colleagues to progress responsive repairs through to satisfactory completion.


Organisational position

Key tasks, duties, responsibilities and accountabilities of the post
· To be responsible for leading on daily diary scheduling for numerous trades persons on the DRS system (or similar), make timely real time adjustments to trades persons work plans.

· To continuously plan workflow by effectively scheduling appointments with Tenants and work programmes for other areas including but not limited to Insurance, Out of Hours, Emergency lighting and Mutual Exchanges, to ensure that daily schedules are balanced and efficient to meet conflicting needs.

· To ensure that all repair requests in occupied and void properties are proactively and efficiently dealt with including raising, approving, scheduling, order variation and completion with operatives or contractors as determined with the Supervisors within target.

· Work closely with Repairs and Voids Managers, Supervisors, sub-contractors, suppliers to ensure a seamless appointment service to our residents and internal clients.

· Deal with all unavailable appointment time slots by the re-organisation of work to trade persons and liaising with residents and Supervisors as required.

· Resolve day-to-day/operational issues using own initiative within broad guidelines, escalating only the most complex issues and situations and to work in conjunction with Supervisors.

· To liaise with trades persons throughout the day, to ensure that all appointments are met, appointment slots are adhered to and follow on works are scheduled real time.

· Update vehicle trackers as requested by Supervisor/Managers.

· Perform daily back up to ensure continuity of service in the event of a loss of IT.

· Manage own and generic email accounts to ensure that all queries are responded to or actioned within set time scales as set by the business.

· To ensure all trade persons non-working activities are entered accurately onto the scheduling system with relevant notes. The Planners will advise the Supervisors / Repairs Manager on the availability of staff for various activities including but not limited to lunch breaks, annual or sickness leave, meetings and training.


· To maintain and update records, files and computer databases as required, to ensure accurate performance and cost analysis reporting is achieved.

· To actively contribute to the review of all policies and procedures relating to the business area, including but not limited to the testing of new systems and upgrades as directed by Housing IT Systems Team to ensure operational functionality.

· Provide a professional, efficient and courteous service to all customers, staff, operatives, contractors and suppliers through effective communication.

· To ensure that all work practices are customer focused and operated to clear standards.

· Ensure that all jobs closed down manually accurately capture income from works completed real time.

· Process invoices for sub-contractors, including utility bills, ensuring all submitted invoices are coded to the correct expenditure code and are dealt with in accordance to SBC requirements and that all costs are recovered in line with Financial Regulations.

· Assist and participate in the end of year financial closure programme.

· Respond to leasehold and insurance enquiries relating to repairs and maintenance.

· Provide a professional, efficient and courteous service to all customers, staff, contractors and suppliers through effective communication.

· To effectively manage the team, ensuring g cover for Planners or Business Support Officers during sickness absence, annual leave, meetings, training and other absences.

· Prepare for and attend REAL Conversations with Direct Reports at prescribed intervals, in line with Council procedures.

· To attend training events and meetings as required


· Observe and comply with the Councils Health and Safety Policies and Procedures

· Take an active role in maintaining and increasing customer satisfaction by ensuring the works delivered meet or exceed service standards

Service Delivery
· Ensure services are delivered in a manner which is responsive to customer needs, putting in place mechanisms for gathering and acting upon customer feedback and insight.
· Actively support service transformation, ensuring digital opportunities and solutions are explored and implemented wherever possible.
· Champion a culture of continuous improvement across the Council, ensuring effective performance monitoring and management arrangements are in place and providing timely intervention as necessary to sustain high standards of performance.
· Contribute to the achievement of financial security across the Council, including proactively identifying innovative/commercial opportunities that benefit the organisation, partners and/or customers.
Relationship Management
· Provide strong, effective leadership, including championing corporate activities and initiatives that cross service boundaries and implementing effective joined up approaches and solutions to meet the Council’s vision and values.
· Through personal example, provide employees with positive leadership, guidance, direction and motivation that harness the strengths and talents of individuals and promotes achievement of our “one team” culture.
· Foster and maintain excellent working relationships with relevant partner organisations and pursue new ways to deliver services in collaboration with others which benefit the Council, partners and customers.
· Represent the Council externally as appropriate, acting as an ambassador and developing relationships to ensure a positive view of the Council and to influence agendas to meet organisational needs.
The role’s key contacts and level of relationships with individuals, groups of people, agencies and external organisations
· The role requires proactive thinking daily. It involves working with a wide range of stakeholders throughout the Council and with external contractors and organisations. Team working is essential for delivery of the service and the post holder will be expected to fully contribute to this way of working.

Governance, Corporate and other responsibilities
· Adhere and ensure compliance to the Council’s policies, rules and procedures including, Health and Safety, Equality & Diversity, information management including Data Protection, HR, all other legislative responsibilities, governance, financial and procedural rules.
· Ensure compliance to the organisation’s Code of Conduct in the delivery and provision of services to staff and the community.
· Be prepared to undertake additional duties not included above that are appropriate to the job grade and qualifications, skill and experience as contained within the Person Specification, recognising that this Job Description will be kept under review and may be amended at the Council’s discretion to ensure organisational needs are met.

· Proactively and positively contribute to successful delivery of the Council’s Corporate Plan.
· Lead by example and develop, deliver and promote effective communications internally and externally.
· Adhere and ensure compliance to the Council’s policies, rules and procedures including, Health and Safety, Equality & Diversity, information management including Data Protection, HR, all other legislative responsibilities, governance, financial and procedural rules.
· Ensure compliance to the organisation’s Code of Conduct in the delivery and provision of services to staff and the community.
· Be prepared to undertake additional duties not included above that are appropriate to the job grade and qualifications, skill and experience as contained within the Person Specification, recognising that this Job Description will be kept under review and may be amended at the Council’s discretion to ensure organisational needs are met.
Safeguarding
· Stevenage Borough Council (SBC) is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff, volunteers and recruitment candidates to share this commitment. SBC shall take all reasonable steps to employ staff who are safe to work with children, young people and vulnerable adults. For posts identified with regular contact with these groups applicants will be required to undertake a Value Based Interview. The council supports the legislative requirements for employing and maintaining safer staff and the guidance specified by Hertfordshire Safeguarding Adults Board.
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	Senior Planner – Repairs and Maintenance
	
	

	
	Required Skills and Competencies
	Essential / 
Desirable
	How to be Assessed
Application (A)
Test (T)
Interview (I)

	Knowledge, Skills and Abilities

	Significant knowledge of IT systems and Microsoft packages 
	Essential
	Application
Interview 

	
	Experience of building maintenance terminology.
	Desirable
	Interview

	
	5 GCSEs at Grade A-C/NVQ Level 2 (or equivalent) or equivalent relevant skills and abilities.
	Desirable
	Application

	
	Problem solving skills and the ability to use initiative.
	Essential
	Application
Interview

	
	Ability to multitask, work under pressure and to meet targets and strict deadlines.
	Essential
	Interview

	
	The ability to work as part of a team
	Essential
	Application
Interview

	
	Ability to communicate effectively verbally and in writing with a range of people including residents, internal colleagues, senior management, Councillors and MPs
	Essential
	Application
Interview

	
	Knowledge of Financial regulations
	Desirable
	Application
Interview

	Experience

	A background in housing repairs and technical knowledge.
	Desirable
	Application

	
	Experience in working with a scheduling system such as DRS and housing databases such as Northgate, working knowledge of Microsoft packages
	Essential
	Application

	
	Good understanding and working knowledge of National Housing Federation schedule of rates.
	Essential
	Application

	
	Experience of using IT systems to allocate work to trades persons
	Essential
	Application
Interview

	
	
	
	

	
	Working knowledge of Social Housing in a Local Authority/Housing Association background. 
	Desirable
	Application
Interview

	
	Experience of administrative processes and procedures 
	Essential
	Application

	
	Ability to compile, prepare, and analyse reports
	Essential
	Application
Interview

	
	Experience of working in a customer focused environment.

	Essential
	Application

	
	
	
	

	
	
	
	



REPAIRS MANAGER


SENIOR PLANNER


SUPERVISORS


MAINTENANCE SURVEYOR


PLANNERS
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