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Job Description
Property Services Officer (Handyperson)
Location:
Aldershot and Hounslow, but will be required to visit all other Stoll sites as needed.
Responsible to: 
Property Services Manager 
Role Purpose
To provide an excellent customer-focused repairs, maintenance and property/estate management service to all Stoll residents and estates..
· To undertake void inspection reports in line with company standard and report to Property Services Manager.
· To undertake some of the identified works required on void properties as directed, within the Stoll portfolio from the void inspection report
· To carry out Health & Safety checks at Stoll sites, which include, site inspections, water tests, fire alarms and any other related tasks.
· To work closely with the Housing Officer of each site to provide a safe environment for tenants and staff alike.
· To undertake repairs within properties to their ability where able or to report back for further contractors to be assigned.
· To undertake minor repairs and maintenance works in Stoll properties and in communal estate areas within agreed timescales.
· To carry out simple aids and adaptations work to properties in liaison with the Support team and Occupational Therapists.
· To assist Housing Officers or Support staff on property visits, and advise on the best way proceed with repairs in the most cost effective way for Stoll and the tenant. 
· To undertake any additional cleaning and grounds works duties as and when required
Key Responsibilities
Property repairs and maintenance

Undertake responsive repairs and minor repairs as directed by the Property Services Manager. 

Carry out agreed void works to properties ensuring that work is completed in line with void turnaround targets and standards
Communal estate areas
Carry out routine inspections of all estate communal areas to check for and take any necessary action on:
· Communal repairs

· All estate plant and equipment including communal lighting, fire detection systems, lifts, communal heating, estate water management and laundry equipment, fire alarm testing. 
· Any other health and safety risks or hazards
Ensure gas, electricity and water meter readings are regularly taken as required 
Assistance to tenants
Ensure that disabled adaptations such as handrails and bath or toilet seats, etc are fitted where required for vulnerable tenants and where the tenant has provided.
As directed by the Property Services Manager carry out minor repairs and DIY tasks for vulnerable tenants, including (the list is not exhaustive):-
· Changing light bulbs
· Replacing toilet seats

· Minor plumbing tasks
· Assistance with putting up or taking down curtains
· Re-siting cupboards/fixing shelves
· Changing alarm batteries
Teamwork 
Contribute positively to working in a team and across Stoll to deliver quality services to tenants/residents. 
Maximise own personal development by positively contributing to induction, supervision, training, appraisal and team meetings.
Act in a professional manner while on duty and when representing Stoll. 
Tenant Participation and Engagement

Ensure tenants are kept informed of any rpeairs required and provide excellent customer service at all times. 
Quality and regulatory compliance
Ensure that all tasks are carried out in line with agreed performance targets and objectives.
Continuously look to improve the quality of services responding positively to customer feedback and complaints
Health and Safety
Work in accordance with Stoll policy and legislative requirements for health and safety and report any accidents or potential accidents and near misses.
Maintain records in accordance with Stoll's Health and Safety Management System.

Equality and diversity
Manage and maintain services in accordance with the principles and practice of equality and diversity, taking account individual needs and requirements
Other 
Carry out any other reasonable duties as required by the Property Services Manager. 
Person Specification

Property Services Officer (Handyperson)
Experience

Minimum of 2 years general experience in  building maintenance with experience of general building, plumbing and or carpentry (multitrade). 

Experience/knowledge of the issues facing the ex-Service community, especially those Veterans with support needs.

Knowledge

Knowledge and understanding of Health and Safety in respect of repairs and maintenance work and site services.
Education and training
Basic level of education 
NVQ Level 2 or qualified by experience and willingness to work towards this or other relevant qualifications in repairs and maintenance 
Core Competencies

Customer focus

· A passion to support vulnerable Veterans

· Understands the challenges faced by ex-Service men and women

· Provides excellent service delivery to both internal and external customers, responding promptly and effectively at all times

Communication 

· Communicates information clearly and concisely, both orally and in writing, with a wide range of audiences both formal and informal

· Informs colleagues of successes, challenges and developments

Team working 

· Works well with Colleagues, Trustees, Residents and external stakeholders 

· Applies the spirit of “mucking in”, helping colleagues when needed

Support of Equality and Diversity

· Treats all people with respect

· Upholds Stoll’s equality and diversity standards and promotes individuality, equality and community at all times

Delivers a High Quality of Work

· Produces accurate, thorough, and professional work

· Plans and manages own work load, working flexibly to meet changing work priorities and demands

· Maintains excellent timekeeping standards, managing appointments and meetings effectively and planning well in advance

· Delivers tasks set through planning and supervision

· Takes responsibility for own work, including errors 

· Utilises Stoll IT systems to manage emails, calendars and data effectively

Commitment to Health & Safety

· Understands how to work safely

· Understands how to respond to a safeguarding incident and reacts accordingly

· Manages their own health and wellbeing, recognising when to ask for extra support

	I have read this job description and person specification; I have discussed it with my line manager and understand the requirements of the role.
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