BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Senior Planner 

	Reports to:

	Project Manager 

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing 


Purpose of the Job

Lead, manage and motivate a team responsible for the administrative duties associated with organising and coordinating the maintenance work required in empty/resident occupied properties as applicable. Motivating the team and leading by example to deliver a high level of customer service whilst adhering to all relevant policies and processes.
Principal Accountabilities

· Manage the team to ensure scheduling of the Operatives, Apprentices, Supervisors & contracted resources 


· Assisting the team with allocating work to direct labour operatives whilst  monitoring location of works to increase efficiency by reducing travel time for operatives and supervisors. Liaising with the relevant trade supervisors to effectively allocate works in conjunction with individual operatives skill set
· Manage the allocation of work to any contractors, ensuring processes are carried out in accordance with procurement protocols and within timescales to maintain contract performance
· Ensuring all Operatives, Supervisors & Contractors are supplied with the necessary information they need in order to complete repairs as required (e.g clear job descriptions, details of any special instructions such as but not limited to material information, appointment notes & any linked trades)
· Responsible for assigning all necessary daily tasks to the Planners at the beginning of each day, monitoring throughout the day, updating and reallocating tasks as and when required, prioritising urgent tasks as necessary taking into account any team absences.
· Responsible for ensuring that team members are managing their own time, keeping on top of their allocated tasks whilst ensuring the team as a whole fulfils all necessary duties by use of effective team work. Addressing any performance issues as and when they arise.
· Carry out routine 1-2-1’s with Planners to monitor welfare and performance, providing support and training where necessary whilst addressing any arising concerns. 


· Monitor absence levels in line with policies and procedures, seeking HR guidance where required


· Address any breaches in the code of conduct, policies, processes and procedures with Planners as and when they arise in line with the disciplinary procedure
· Identify operational problems which may impact on performance, providing information to supervisors and the project manager (as applicable) by updating information logs for operatives, apprentices & contractors 
· Take ownership of all aspects of administrative duties, working with team management to develop innovative solutions to resolve issues that may arise
· Ensure IT systems are operated effectively and that operatives, apprentices & supervisors use and update their PDA’s appropriately.  Escalate to the relevant trade supervisor/manager as applicable to provide training and support where required.

· Ensure the customer experience is central to all activities by adopting a professional manner when communicating with all service users and other stakeholders, imbedding this behaviour into the team. 
· Work with all team members to ensure an efficient and productive service is delivered to service users.  

· Provide back up to the Planners, cover absences and attend all meetings and training sessions as needed.

· Manage recruitment of Planners as and when vacancies arise, working with the project manager where needed
· Act as a key person in the communication between the residents (where necessary) and operatives regarding ongoing works to ensure accurate & timely information provided.
· Gather information using the job management system to respond to complaints and enquiries, escalating to the project manager for assistance where required. Monitoring responses for repeat complaint reasons and providing this information to the relevant trade supervisor/manager as applicable to provide training and support where required.

· Share responsibility for identifying and meeting learning and development needs, undertaking reasonable learning and development activity designed to support the role and the wider service. 
· Record and respond to all communication in accordance with agreed standard operating procedures, including but not limited to, communication with service users regarding ongoing work/s and liaison with colleagues to ensure accurate & timely information provided.

General Accountabilities
To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.5 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Senior Planner 

	Reports to:

	Project Manager 

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing 


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to NQF level 3 or equivalent experience 
· Good knowledge of housing service/Repair and Maintenance methodologies and the legal context, internal and external environments in which they are delivered is preferable
· Knowledge of other Council services to enable a holistic outcome for customers


	Experience
	· Significant experience of working in a housing/similar environment 
· Experience of working in a pressuried and rapidly changing environment and dealing with challenging situations and handling multiple tasks in a high volume
· Significant experience of staff mangement and development

· Experience of working closely with service users/public

· Experience of working collaboratively with internal and external customers


	Skills and Abilities
	· Ability to set up and maintain effective liaisons with other departments/organisations to provide a joined up service
· Good networking and negotiation skills
· Excellent verbal and written skills to communicate effectively with a wide range of individuals and groups, some of whom may be angry or distressed, including the ability to explain complex matters logically and coherently
· Ability to analyse and resolve problems and produce reports/recommendations
· Ability to prepare and analyse statistics for monitoring purposes and to inform decision making to find the best customer outcomes

· Good analytical skills and able to provide statistical and financial data

· Well developed ICT/Microsoft Office skills 



