ARUN DISTRICT COUNCIL
JOB DESCRIPTION
Designation

: Repairs Contracts Manager


Grade


: Scale 11 (MG3)
Directorate

: Services


Service

: Residential Services
Location

: Civic Centre
Responsible to
: Repairs and Maintenance Manager


Responsible for
: Technical Officers x 3, Voids coordinator x 1
Purpose of Job

To manage all technical services and be the go-to person for all building related technical support for Residential Services. Manage surveying and technical services for reactive repairs and voids, cyclical and planned maintenance and compliance related services. Provide effective contract management to ensure customers receive reliable, quality services whilst achieving value for money and optimum use of budgets/funds.
Duties and Responsibilities:
1. Operational
1.1
To manage all contracts effectively using an excellent contract management technique and style, to ensure that all services are delivered in accordance with contract specifications, quality and performance standards
1.2
To manage consultants and professional services to support contract and programme delivery, ensuring that agents manage contractors in line with Arun’s policies and regulations, core values and contract requirements.
1.3
To deliver reliable and consistent surveying services through the inhouse technical team and consultants, to support all technical services managed within the team. Ensure that resources are optimised by developing and maintaining clear procedures. Ensure systems and technology is used to ensure this service is effective and efficient.
1.4
To manage the voids service, ensuring compliance with the lettable standard and planning and programming works to ensure minimal rent loss.

1.5
To administer the Council’s aids, adaptations and technical service to support residents to stay safe, secure, warm and independent in their own home.

1.6
To manage the delivery of the capital, cyclical and planned maintenance programme, including preparing schedules, inviting tenders, ordering and supervising works and undertaking inspections.
1.7
To issue work orders, authorise works and variations, within the authorisation levels assigned to this role and in accordance with the Council’s Financial Regulations.

1.8
To Keep up to date (self, team and contractors) with legislation and best practice in relation to all aspects of responsive repairs and planned maintenance service delivery.  Embrace information technology and innovations to improve service delivery and to foster a culture of learning.
2.
People Management

2.1
To manage the team, creating and maintaining a strong performance orientated culture, recruiting, managing and motivating all staff ensuring that appropriate work plans, 1:2:1 supervision, appraisals and staff development programmes are in place and delivered to high standards.

2.2
Establish and deliver a team training plan to provide service excellence, meeting organizational, team and individual objectives.

2.3
Achieving value for money and high levels of customer satisfaction.  Providing guidance, support, training and development where required to achieve excellent levels of customer service delivery.

2.4
Drive team performance delivery to meet national, corporate and operational targets and outcomes.

2.5
Manage resources effectively to meet service priorities and workload demands.

3.
General

3.1
To carry out any other duties appropriate to the grading of this post as required by any member of the Residential Services management team.

3.2
To communicate effectively and openly with staff and customers ensuring engagement as far as possible across all levels. 

3.3
To model the values and behaviours expected from staff that are consistent with “Arun Cares” competency framework.

3.4
To maintain effective management systems and be responsible for complying with all the Council’s policies, procedures, regulations and initiatives, in particular, Equality and Diversity, Health and Safety and Safeguarding. 

3.5
To ensure that all works completed are in accordance with Arun District Council’s standing orders, financial regulations, legal requirements and statutory and regulatory obligations, ensuring adequate monitoring and auditing processes are in place.

3.6
To positively represent and promote Arun District Council.

3.7
To develop effective working relationships with internal and external customers, colleagues and agencies to ensure the highest standards of service are achieved.

3.8
To maintain comprehensive, accurate, and timely records of all contacts and actions fully utilising all IT systems operated by the Council.
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