Northumberland County Council 

JOB DESCRIPTION

	Post Title:
            Statutory Maintenance Officer
	Director/Service/Sector:
Local Services Group / Commercial & Property Services
	Office Use

	Band:                       
	Workplace:
County Hall
	JE ref: 1941
HRMS ref:

	Responsible to:
Senior Statutory Maintenance Officer
	Date:
March 11
	Manager Level:
-
	

	Job Purpose: 
To implement the annual statutory maintenance periodic testing and inspection programme and other planned maintenance programmes.  To inspect the quality of workmanship and effectiveness of work programmes and repairs undertaken by partner contractors.

	Resources
	Staff
	Manage a team of contractors recruited to undertake statutory and planned maintenance.

	Finance
	Shared responsibility for allocated budgets for specific programmes (circa £1 million per annum), monitoring expenditure/income, raising orders or processing invoices for maintenance work undertaken.

	Physical
	Shared responsible for the maintenance and regular updating of maintenance schedules and contracts undertaken.

	Clients
	Extensive involvement with Clients and Partner Organisations, Schools etc.


	Duties and key result areas:

1. To support the Senior Statutory Maintenance Officers in the implementation of statutory and planned maintenance programmes.
2. Ensure regulations and legislative standards are vigorously enforced.
3. To monitor external partner organisations in the delivery of the building maintenance service.  Undertake regular inspections at all County owned establishments to determine the quality of workmanship and effectiveness of repairs undertaken by partner contractors.  Receive reports from partner contractors on performance and customer satisfaction; take appropriate remedial action, where necessary.
4. To lead on the settlement of building/land related insurance claims.
5. Ensure service delivery complies with current health and safety and other legislation.
6. Ensure all relevant NCC Quality Assurance and other continuous improvement procedures are followed.

7. Deputise, as necessary, for the Senior Statutory Maintenance Officer.
8. Ensure that a customer facing approach is adopted in the delivery of all aspects of the service


The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.



	Work Arrangements

	Transport requirements:
Working patterns:
Working conditions:
	The work involves the need to visit various Council locations on a regular basis.  To be able to meet the transport arrangements of the post.
A flexible approach to working arrangements will be necessary.

The work is a mixture of office / building based working with regular visits to buildings within the portfolio.



Northumberland County Council 

PERSON SPECIFICATION

	Post Title:              Statutory Maintenance Officer
	Director/Service/Sector:      Local Services Group / Commercial & Property Services
	Ref: 1941

	Essential
	Desirable
	Assess by

	Qualifications and Knowledge

	An HND level or equivalent technical qualification in a construction related subject

In-depth knowledge of the requirements for statutory maintenance programmes, giving guidance and advice to the Council on programme requirements and policy.

Comprehensive working knowledge of the formulation of statutory and planned maintenance programmes of work.

Trained in and knowledge of Health and Safety relating to buildings maintenance.

Knowledge of construction technology and best practice

Knowledge of procurement rules
	A degree level or equivalent technical qualification in a construction related subject


	

	Experience

	Demonstrable delivery in a role of a similar level
Experience of managing external organisations on a partnering basis
A customer focused approach to project delivery.
	
	

	Skills and competencies

	Effective IT skills and able to use ICT to achieve work objectives.

Ability to concentrate for long periods of time evaluating complex test certificates.

Able to apply own initiative to overcome day-to-day operational problems.

Works cooperatively with customers/ stakeholders, maintaining regular consistent and clear communications to achieve solutions.

Builds and maintains strong working relationships both externally and internally.

Numerate and able to understand and reason with statistics.

Good written, oral, presentation and communication skills.
Good interpersonal skills.
	Maintain an awareness of the political aspects of change as a result of Central Government policy and its effect upon local government
	

	Physical, mental and emotional demands

	Normally works from a seated position within the office but with regular need to travel to other work locations.

Need to maintain general awareness with significant periods of enhanced concentration.

Extensive contact with staff and customers on occasionally contentious issues.
	
	

	Motivation

	Ability to work on a day to day basis largely without supervision.
Commitment to the development of a competitive organisation providing a quality service to clients.
	
	

	Other

	A current UK driving licence.  Able to meet the transport arrangements of the post.
Duties of the post will require post holders to undertake periodic visits to construction sites.
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits.
