

JIN 2197 
	Job Title:

	Housing Estates Response Technician

	Reports to:

	Estates Team Leader 

	Department:
	Housing

	Section:

	Estates Service


Purpose of the Job
To provide a responsive access management and locksmithing service. Including forced entry for evictions, welfare concerns and gas safety checks.
To provide a high quality, customer focussed and responsive service, improving and supporting residents’ quality of life and ensuring that the estates are safe and secure.

To work collaboratively with internal and external services responsible for the management and maintenance of social housing and well-being of tenants. Responsible (within a team) for a geographical area of the city and/or a particular sphere of work.  

Principal Accountabilities
1. To help supervise Housing Estates Assistants (HEAs), ensuring all work is completed in accordance with schedules, reporting any Health and Safety, capability or discipline issues to Team Leaders.  Maintain accurate records and evidence of work completed and further recommendations. Undertake peer to peer training for new members of staff 
2. To fit and repair a range of cylinder, mortise and profile locks.  Design and construct specialised parts and plates as required. Develop a range of skills for gaining access to locked properties. 
3. Responsible for maintaining, administering and keeping up to date the physical archive of mastered locking systems and standardised keys. Manage the continuity of keys within a given area and maintain master copies and key boxes so that the technician is able to respond quickly and effectively to access requests. 
4. At the end of tenancy the technician will carry out work to ensure the property and associated store areas are left both accessible and secure. They will conduct tenancy end checks to enable a smooth transition between tenancies. These may include: evaluating left behind items –recycling as appropriate, attending to or reporting hazards and urgent maintenance issues, collecting meter reads, recording fly-tipping and inspecting, reporting or recording other details as required within the skills base of the team.
5. Calculate costs for chargeable work, distribute key fobs and collect money. Deliver tokens to laundries and collect cash from the shops and tenants 
6. To plan and recommend appropriate interventions including the prescription of equipment, minor adaptations and less complex major adaptations, where necessary and appropriate, in accordance with the Chronically Sick and Disabled Act 1970 and the Housing Grants, Construction and Regeneration Act 1996. 
7. Carry out minor adaptations such as supplying aids and installing rails to an appropriate standard, in line with legislation.  Complete a prescription for bigger adaptations. 
8. Undertake initial inspections of residential properties and continuous assessment of public areas.  Making good or initiating appropriate action. This includes, instructing Tenancy Officers and Rehousing Officers, Surveyors or Repairs as appropriate. Provide a site assessment or situation appraisal for the Repairs Team where an issue or repair is has been raised and may be required but there is insufficient information to allocate the job, identify the best course of action. This could include forcing entry into a property 
9. Where appropriate, carry out a number of other small contracts.  These are likely to be clearly defined tasks related to property maintenance or management for housing or other departments. For example- the vulnerable tenant 'Handyperson' service, fire alarm and enclosed light unit  replacement, fencing and gate repairs
10. Carry out Portable Appliance (PAT) testing in council work premises, estate buildings including tenant properties with provided appliances.
11. Ensure the common parts of the buildings and designated surrounding areas are kept clean and meet the standards set out in the cleaning schedules and by following the Estates Service’s guidelines for the different types of cleaning tasks. 
12. Check that all lights in common ways are working and arranging re-lamping. Removing, or arranging for the removal of, hazardous matter including asbestos, including bulk refuse, removal of waste, graffiti and reporting repairs and damage to common areas 
13. Carry out a daily inspection of the van and complete the relevant report sheet. Maintain continuous van stocks and serviceability of tools in order to be able to respond to emergency and scheduled work.   
14. To undertake hard surface maintenance, involving use of chemicals and heavy machinery. This includes weed and moss removal, disposal of materials. This requires an understanding of Control of Substances Hazardous to Health' and under the Control of Substances Hazardous to Health Regulations 2002.
General Accountabilities
 Health & Safety

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

In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take care of your 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 you 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.

Equalities
To uphold and carry out the duties of the post with due regards to the City Councils inclusive council policy.

Sustainability

· To seek value for money in all aspects of the role and seek out and share any ideas for improving the economic, environmental and community sustainability of our operations.

· To carry out and encourage residents to take part in any housing or corporate sustainability initiatives.

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:

	Housing Estates Response Technician

	Reports to:

	Estates Manager/Estates Team Leader

	Department:
	Housing

	Section:

	Estates Service


Essential Criteria

	Job Related Education, Qualifications 
and Knowledge
	· Knowledge of the complexities of mortice, Yale and profile locks
· Up to date knowledge of control of asbestos regulations 2012 (CAR 2012)
· A working knowledge of current legislation that relates to waste disposal
· An understanding of the quality of life issues of low-income neighbourhoods and estates and of vulnerable residents.

· NQF Level 2 or equivalent in cleaning or a willingness to undertake it
· BSC Level 2 Certificate in Risk Assessment or a willingness to undertake it

	Experience
	· Experience of using industrial cleaning equipment eg buffers, polishers and vacuum cleaners

· Experience of property maintenance work

· Experience of using power tools such as disc cutters and drills

	Skills and Abilities
	· Skilled at mechanical problem solving and material fault finding, able to identify and implement technical solutions to practical problems. 
· Ability to work with great care and tact with tenants who may be in fear of domestic violence or with relatives discovering deceased tenants or people who present with challenging behaviours

· Ability to lead and train colleagues

· Ability to work independently to achieve results while still being an effective member of the team.
· Ability to work under critical time pressure with the emergency services

· Ability to carry out dynamic risk assessments
· Good ICT and administrative skills
· Ability to carry out vehicle checks and simple routine maintenance e.g. water and oil checks

	· Equalities
	· To uphold and carry out the duties of the post with due regard to the City Councils Inclusive Council Policy. 

	· Other Requirements
	· The job requires physical fitness, able to walk distances on foot, including climbing flights of stairs Some heavy lifting will be required and working outside in all weathers. 
· Take personal responsibility for improving their knowledge, techniques and practical skills, particularly in locksmithing
· Current full driving licence 

· Must be able to work in any area within the city boundary. 

· To be flexible during the working day 

· To contribute to the continuous improvement activities with the team or service, maintaining performance and management information, in line with your job role. 
· To be willing to wear council branded clothing, and                           comply with health and safety clothing requirements as required.
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