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JOB DESCRIPTION AND PERSON SPECIFICATION 








	Job Title: Lead Operative (Skilled)

	Directorate: Housing and Communities

	Section: Responsive Repairs/Voids
	Reporting to: Technical Manager


	Grade: Grade 7
	Hours per Week: 37


	Post Number: 27970
	Number of Employees 
Reporting to Post:  

	Special Conditions:
None
	Location of Post: 
Base: County Hall

Will work across various locations as a requirement of the role.


	Job Purpose:

To carry out repairs to Council owned properties throughout the City.  Repairs may be carried out in occupied or void properties. To ensure compliance with all required legislative, statutory and council policies and procedures and to support Management in a technical capacity relevant to their trade. 
 

	Duties and Responsibilities

1. To ensure all works are completed to the required standard to maintain performance levels.  

2. To ensure all works are completed in line with any relevant legislation that is applicable and any issues escalated to the relevant managers.

3. Ensure that all Health and Safety requirements are followed in line with Risk Assessments, policy and procedures, and to report any issues promptly to line manager. 

4. To utilise vehicle stocks and materials issued for work only on the appropriate jobs and in a safe and efficient manner. 

5. Take responsibility for security, condition and timely return of plant equipment, materials, IT and communication equipment, along with any vehicles issued to or being used.  

6. Ensure when working within council properties they are left in a good and well maintained condition. 

7. Take responsibility for ensuring that council properties comply with all applicable building regulations, code of practice and British standards.

Job Specific Requirements

8. Provide technical support for Management within their given role and also provide advice and guidance for operatives when required.

9. Take personal responsibility for own Health and Safety and promote compliance within the team

10. Comply with Corporate policies, Statutory requirements and all aspects of Health and Safety legislation 

11. Take responsibility for ensuring that Council buildings comply with all applicable Building Regulations, Codes of practice and British standards  

12. Carry out trade pre and post inspections when required

13. Actively developing and mentoring of apprentices or less experienced operatives

14. Undertake associated duties or tasks that complement the core trade such as plastering, carpentry, plumbing & electrical in order to contribute to the service

15. Undertake activities to ensure the quality of work is to the required standard and maintain performance levels

16. Actively participating in Service Improvement events as required

17. Actively communicate with other Operatives when working on jobs to ensure that the co-ordination of work is effective and time spent is minimised

18. Build relationships and proactively work with customers and clients to ensure the best possible solutions and outcomes are achieved

19. Record, update and report relevant information as required

20. Develop and maintain risk assessments and safe systems of work

21. Utilise vehicle stocks and or materials issued for work only on the appropriate jobs and in a safe and efficient manner

22. Take responsibility for the security, condition and timely return of plant equipment, materials, IT and communication equipment, along with any vehicles issued to or being used

23. Utilise and assist in the ongoing use and development of both manual and technology based systems

Corporate Requirements

24. To participate actively in supporting the principles and practice of equality of opportunity as stated in the Council’s Equal Opportunities Policy.

25. To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with all health and safety legislation as appropriate. 

26. To, as a statutory duty, adhere to the Council’s Corporate Safeguarding Policy and associated policies and procedures and to report concerns regarding the safety and wellbeing of children or adults at risk. In order to support you in this, you are required to access safeguarding training at the level which is relevant to this post. 

27. As a term of your employment you may be required to undertake such other duties and/or times of work as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation.  

28. Although you will be provided with a base, you will be required to work from various locations in accordance with the needs of the role.


	
DATE COMPLETED:_______________  AGREED BY: _____________________ (Recruiting Manager)

Date Received by Post holder: _____________________

Signature of Post holder: ____________________________
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PERSON SPECIFICATION

Job Title: Lead Operative (Skilled)
Post Number: 27970

THE PERSON APPOINTED MUST MEET THE FOLLOWING REQUIREMENTS:

	Area to be Demonstrated
	Essential Requirements

YOU MUST DEMONSTRATE THAT YOU MEET THESE REQUIREMENTS
	Desirable Requirements

YOU DO NOT HAVE TO MEET THESE REQUIREMENTS BUT IF YOU DO, PLEASE TELL US
	How Assessed
Application Form or Interview or Both

	Competencies (as per Behavioural Competency Framework)

	· Putting Our Customers First – Level 2 
· Getting Things Done – Level 2
· Taking Personal Responsibility – Level 2
· Seeking to understand others and treating them with respect – Level 2
· Analysing, problem solving and decision making – Level 2

	Application Form & Interview



	Education 
& Training

	· NVQ Level 2 –or equivalent  City & Guilds basic craft certificate.
	· Asbestos awareness

· Manual Handling

· Working at height 

· NVQ Level 3 or City & Guilds Advance craft certificate.

	Application Form & Certification where required

	Experience / Knowledge

	· Recognised Trade apprenticeship

· Experience of working in a responsive Maintenance environment.

· Experience of working with customers and resolving complaints.

· Experience of using new technology
	· Experience of working in social housing stock.

· Non licensable asbestos removal training. 


	Application Form and Interview

	Skills and
Abilities

	· Demonstrates the ability to communicate well in a manner appropriate to individual needs, by phone and in person.

· Demonstrates the ability to apply a methodical approach.

· Demonstrates the ability to work as part of a team, showing a willingness to assist others and a commitment to meeting the objectives of the team.

· Demonstrates the ability to use own initiative.

· Demonstrates the ability to analyse complex information and make effective decisions.

	· Demonstrates the ability to relay technical information to the required individuals to ensure compliance with all policies and procedures.
	Application Form and Interview





	Personal
Attributes

	· Shows a personal commitment to the work of the service, taking ownership of tasks and seeking to meet set deadlines and targets.

· Demonstrates a commitment to the provision of a high quality customer service and shows a good understanding of equality issues.
· Demonstrates a positive attitude to new challenges and a willingness to adapt quickly to change.

	· Shows a willingness to work with Management to ensure works are being completed correctly and relaying any resulting issues in a professional manner
	Interview






	Special  
Circumstances

	· Out of hours working may be required. 

· Full and valid driving licence 

	
	Application Form and Interview
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Together

We work with our
communities and partners

across the city to deliver the
best outcomes for the
people of Cardiff





