

Belle Isle Tenant Management Organisation

Job Description

Job Title: Estate Caretaker
Grade: C1
Belle Isle TMO - Mission and Aims

The postholder will be employed by Belle Isle TMO and will work towards helping Belle Isle TMO achieve its mission which is to Build a Safer Stronger Greener Belle Isle, where people want to live.

In addition the postholder will contribute to Belle Isle TMO’s aims which are to;

· Invest in people’s homes 

· Help people to live well

· Build tenant control 

Belle Isle TMO - Values
The postholder will support Belle Isle TMO’s core values which are;
· High standards of governance, accountability, leadership and probity.

· Working together sharing our skills, knowledge and experience, developing and nurturing each other in a supportive and inclusive environment, caring for one another and encouraging trust and mutual respect.

· Doing things to the best of our ability and providing the highest quality of service, aiming to do things right the first time, every time, undertaking regular monitoring against agreed targets, to provide a consistently improving service.

· Ensuring an atmosphere of respect, integrity, fairness and trust - At all times we will be open and honest with each other, treating people fairly, respecting our differences and challenging inappropriate behaviour through our agreed policies and procedures. 

· Developing good communication that is clear, accurate and appropriate. We will actively listen to and value each others points of view and provide an environment where people are happy to share ideas and information in a variety of ways 
Belle Isle TMO - Service promise.
The postholder will contribute positively to Belle Isle TMO’s Service promise which is to:

· always be as helpful as we can be;

· offer relevant, useful and accurate information;

· make sure we have a range of services and activities that meet service user needs;

· listen to service users and wherever possible, act on feedback;

· support service users to achieve their goals; and smile
Overview of the job
To undertake a wide range of property and estate inspections, to diagnose repair requirements and assess risks and hazards to the health and safety of people. Environmental and general maintenance work across the estate, ensuring work is completed to a high standard in a professional and tidy manner, within timescales providing a timely and efficient service to tenants.
This is a key role in the maintenance of our properties and the estate providing a professional image and face to face service on a daily basis.
Specific Duties
1. Carrying out initial diagnostic property inspections to identify the scope and urgency of  repair requests made by customers, and feeding back to the customer service team as to whether a repair can be ordered or a technical inspection is required.

2. Carrying out periodic estate inspections of managed areas recording the condition of the estate, noting and photographing any defects or hazards and reporting back to the Senior Caretaker to arrange remedial work

3. Undertaking cleaning of communal areas, general minor repairs, minor decorating, void clearance.
4. Safe use of power activated tools to carry out works in peoples homes and on the estate 
5. Environmental tasks including fencing repairs, general gardening and to assist in the removal of bulky items including furniture, building waste, and household rubbish in maintaining a high standard of cleanliness on the estate. Working outdoors in all weathers.
6. Downloading work requests from the IT system and updating customer records using the CRM system. Ensure all referral paperwork is completed accurately and returned daily in accordance with set policy and procedures
7. Carrying out weekly tests of fire doors, emergency lighting, and recording this in log books 
8. Responding to queries from tenants and residents across the estate on a number of issues to do with the environment, advising tenants of their responsibilities with regard to gardens and repairs.

9. To clear out void properties to a specified standard, which will include ensuring utilities are turned off and water drained down immediately after a void has been notified. 
10. To assist vulnerable and elderly tenants with the removal of their effects where this enables the immediate re-letting of the property. Ensure timely return of allocated keys for void working and keep alarm fobs safe at all times. Report any loss immediately to senior caretaking staff.
11. To remove graffiti as required in a controlled manner using specialised equipment, the affected area to be left free of graffiti and clear of soilage.

12. To clear snow and ice and supply grit/salt to footpaths around communal buildings and the homes of the elderly and infirm in inclement weather as required.

13. To ensure health and safety concerns are reported immediately to Senior caretaking staff, Repairs Manager or Senior Management in accordance with BITMO policies and procedures
14. Ensure daily inspection routines for allocated vehicles are adhered to and any defects reported immediately to Senior Caretaking Staff or Repairs Manager (Responsive). Ensure security/access fobs for vehicles/fuel allocated are kept safe at all times. Ensure vehicles are cleaned regularly
15. Ensure all allocated tools and plant are kept in good condition and stored in accordance with policies and procedures. Ensure any damage or loss is reported immediately to Senior Caretaker Staff. Assist in the production and maintenance of inventories of tools, plant and materials as required. 

16. To maintain close relationships with residents, community groups and representatives of the community.

17. To take works vehicle home to park up out of working hours as required.
18. Supervision of trainees in regard to health and safety and completion of work to the required standard.
19. Supervision of cleaning and grounds maintenance contractors work completed.
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
	Area


	Essential
	Desirable

	Experience


	Of working in a similar environment carrying out similar duties.
	

	
	Of using industrial cleaning and horticultural materials and equipment.
	

	
	Of basic building construction and maintenance, and repairs.
	

	
	Of managing difficult situations dealing with tenants, residents and other agencies on a daily basis.
	

	
	Of planning and organising own work effectively in order to ensure the achievement of objectives.
	

	
	Of periodic inspection regimes to manage compliance 
	

	Knowledge and Qualifications
	Knowledge and understanding of Health and Safety legislation including The Occupiers Liability Act 
	

	
	Knowledge of using industrial cleaning and horticultural materials and equipment.
	General level of education with minimum 4 GCSE’s(grade A to C) or equivalent.

	
	Knowledge of basic building construction and maintenance, and repairs.
	

	
	Enhanced understanding and ability to apply procedures and quality standards relating to Health and Safety  
	

	
	
	

	
	Asbestos awareness 
	

	
	Fire Risk Assessment awareness 
	

	
	Legionella Awareness 
	

	
	Current driving licence up to 3.5 ton vehicles.
	

	Skills

	Able to work as part of a small team without direct supervision completing allocated tasks within timescale.
	

	
	Attention to detail and ability to check records held and write up the results of periodic tests 
	

	
	Communication skills to report defects and hazards 
	

	
	Able to use IT systems to complete repair requests and log customer contact. 
	

	
	Decision making and initiative to make sure that issues identified are responded  and to ensure tasks are completed and ensure that deadlines are met.
	

	
	Able to undertake small repair jobs with appropriate training as necessary
	

	
	Ability to deal with Senior Officers, Contractors, Belle Isle TMO staff and members of the public in an efficient and helpful manner.
	

	
	Able to lift and move bulky items, and be able to work outdoors in all weathers.
	


	Area
	Essential
	Desirable

	Skills
	Able to diagnose minor defects and or repairs needing a skilled operator to undertake and report to the Housing Office.
	

	
	Ability to provide information accurately and concisely.
	

	Values and Attitudes
	To uphold and promote the mission, aims, goals, service promise and values of the organisation.
	

	
	To work closely with colleagues as part of a team in providing a professional service to meet the needs of the tenants and residents of Belle Isle.
	

	
	At all times to provide a professional, courteous and helpful customer focussed service.
	

	
	To communicate effectively across all areas, to ensure the ongoing development of the service and the organisation.
	

	
	Demonstrate respect, openness and integrity when dealing with tenants and customers
	

	
	Confident and authoritative approach when dealing with people at all levels, both inside and outside the organisation.
	

	
	Conscientious approach towards completing tasks accurately and to deadlines.
	

	
	Flexible approach to team working to ensure the operational needs of the organisation are met.
	

	
	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.
	

	
	To contribute to the aims of the organisation and the development of services by taking an active part in regular supervision, team meetings, team and individual training, promotional, consultative and tenant involvement opportunities and activities
	

	
	To develop and maintain professional links with internal and external customers and stakeholders, as appropriate, for the benefit of the organisation and the tenants and residents of Belle Isle.
	

	
	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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