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Belle Isle Tenant Management Organisation

Job Description

Job Title: Voids Coordinator  
Grade: SO1
Overview of the job
Void co-ordination is pivotal to our success. The post holder will carry out void inspections, specify works required to achieve our standard using, monitor works in progress, and make sure all steps in the process are fulfilled correctly and in a timely way. You will liaise with the lettings team to make sure they have all the information they need to operate their processes successfully.  This is a very hands on job that requires technical surveying competence, excellent organisation, attention to detail and passion to get things done right. You will report to the Head if Repairs, Maintenance and Investment.    
Specific Duties
1. To carry out void surveys and specify the works required within budget. 
2. To arrange void clearances via our caretaker team
3. To arrange for the asbestos surveys and removal where appropriate by specialist contractors.
4. To ensure that void works orders are placed correctly, and to liaise with the contractor about voids pending, current and due for return. 

5. To supervise and monitor the contractor while works are in progress. 
6. To take handover of voids when all work is completed to the standard required and to handover to the lettings team with zero defects, 

7. Responsibility for ensuring all works are delivered in compliance with current Health and Safety and CDM Regulations, Industry Standards and Recognised  Codes of Good Practice.
8. To receive, check and authorise works orders and variation orders submitted by contractors for payment..
9. To ensure stock condition data is maintained accurately 
It should be noted that the above tasks are subject to occasional changes to incorporate other commensurate duties and responsibilities to organisational change/review and to assist flexibility. The duties outlined are not meant as an exhaustive list and will also comprise any other duties within the spirit of the post as specified by the Chief Executive and the Board.

Person Specification
Detailed below are the type of skills, experience and knowledge which are required of the post holder. The “Essential Requirements “indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under “Desirable Requirements” are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential but may be used to distinguish between acceptable candidates.
	Area


	Essential
	Desirable

	Experience


	Successful track record of managing void repairs, including asbestos, gas & electrical safety.
	Experience of CX and Keystone asset management systems


	
	Following defined processes in relation to repairs functions.
	

	
	Of working with IT based asset management systems 
	

	Knowledge and Qualifications
	A technical qualification in a major building services discipline. n ONC or HNC in building surveying.  
	Contract management  

	
	Asbestos awareness and removal regulations 
	

	
	Fire safety regulations 
	

	
	Knowledge and understanding of social housing
	

	Skills
	IT skills including the ability to raise orders using a schedule of rates
	

	
	Excellent organisational and administrative skills 
	

	
	Forward planning and time management
	

	
	Team work, communication and collaboration
	

	Values and behaviours 
	Demonstrate respect, honesty, openness and integrity when dealing with tenants and customers
	

	
	To undertake any other duties, commensurate with the level and experience of the post holder, as may from time to time be required by the Chief Executive, to ensure service continuity, and for the benefit of the organisation as a whole.
	

	
	To carry out the duties of the post, in accordance with all appropriate organisational, statutory, regulatory and professional codes of conduct and codes of practice as applicable within the duties of the post and of the organisation as a whole.
	

	
	Willing to take personal responsibility under and abide by Belle Isle TMO’s Health and Safety Policy and Equal Opportunities Policies in the duties of the post and as an employee.
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