BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Project Manager – Electrical Testing and Compliance Manager (JIN 4236bm)

	Reports to:

	Operations Manager 

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Housing 


Purpose of the Job

Responsible for leading a team who deliver an electrical upgrade and testing programme for domestic and communal installations to Housing properties across the City. Delivering best in class customer service and satisfying all safety, quality and cost control standards.  
Principal Accountabilities

· Responsibility for all aspects of programme production and management for the testing, reporting and upgrading or rewiring of communal areas throughout the Brighton and Hove Housing stock.
· Responsibility for all aspects of programme production and management for the testing, reporting and upgrading of domestic properties throughout the Brighton and Hove Housing stock.
· Producing programmes of works for direct employees and contractors to ensure that the Brighton and Hove housing stock meets the Decent Homes Standard for electrical elements and the latest edition of the Wiring Regulations.

· Responsibility for electrical aspects of empty properties upgrades. Ensuring works and project/s are completed on time, within budget and to key stakeholder satisfaction.
· Having oversite of the testing programme and overseeing a team who will need to take a pragmatic approach in assessing if assets have reached the end of their serviceable life and require referring to capital programmes.  
· Manage & mentor staff team members, Supervisors, Senior Planners and Contractors and provide good management of employees’ performance, ensuring HR Policies & Procedures are followed.

· To work with the Operations Manager in contributing to the long-term service strategy and business plans and to continuously review the scope for improvement/improvement initiatives by developing processes for shared learning across the Service. 

· Implementation of service updates and corporate initiatives to drive continuous improvement. 
· Accountable for the monitoring of costs associated with all jobs completed by directly employed operatives including time spent on site, amount and accuracy of spend for each job and addressing any lack of productivity within the team.
· Accountable for the adherence of all policies and procedures.  Actively ensure that staff follow all procedures, addressing all health and safety and non-compliance issues as appropriate, escalating to the Operations Manager where necessary
· Responsible for overseeing non-notifiable, non-licenced asbestos work related to completing the Electrical Testing Programme in both tenanted, void and communal areas. 
· Accountable for the overall supervision of site work for both operatives and contractors. Ensure quality of works through the appropriate Trade Supervisors with focus on customer satisfaction, appropriateness of work, quality of completed works, value for money and resources used to complete works.  
· Take overall responsibility for accuracy of job specifications/descriptions for trades within your responsibility, addressing issues as necessary. 
· Accountable for ensuring the service is prepared and ready for the yearly governing body inspection to be compliant with the NICEIC registration.

· Responsible for ensuring effective customer satisfaction and working with the Customer and Community Manager to respond to complaints from tenants received directly or via Members.  Focus should be on prevention and driving change, linking in with other services where necessary and feeding into longer term service strategy with the Operations Manager where change is needed. 
· Programming works allowing for urgent ad hoc referrals to meet allocated budgets (with approximate annual budgets of: Communal Rewires £500,000 and £499,000 for electrical testing via a contractor), reporting any potential over or underspends and prioritising works according to urgency and monitoring completions – reporting to Operations Manager with any budget implications. 
· Carrying out or arranging necessary training to embed existing, new or updated processes and procedures and to ensure all team members are adequately trained. Including but not limited to BS7671 and the latest edition of the Wiring Regulations. Issuing any technical updates as required. This may be in the form of Toolbox Talks, team meetings, online training and face to face training and development sessions.  Responsible for overseeing the content of the Toolbox Talks. 
· Liaising with and advising other council departments on electrical requirements of works that they are proposing to carry out.  
· Cascading important information to supervisors for inclusion in Tool Box Talks and ensuring that all relevant information reaches the required individuals in an appropriate format.
· Responsible for overseeing the procurement of a contractor to carry out electrical testing and upgrade works.  
· Responsible for management of the work of all contractors; for ensuring customer satisfaction, standard of works, value for money and appropriateness of the work carried out. Managing contractors as per the terms of their contract including but not limited to NEC4 and JCT contracts. 
· Implementation of service improvements and corporate initiatives, including value for money to deliver innovative services. 
· Accountable for the production, monitoring and management of the electrical testing work programmes. Specifying scope of works for the Operatives and ensuring target dates are met. Ensure that the Operatives time is well managed across the City maximising productivity.
· Taking overall responsibility for team performance including but not limited to recommendations set out in EICRs being completed within set timeframes, adherence to the Electrical Testing Strategy, Tenant satisfaction, orders which pass quality checks and % of appointments made and kept.
· Ensure the customer experience is central to all activities by adopting a professional manner when communicating with all stakeholders This includes but is not limited to appearance, Council ID, maintaining a high standard of Health & Safety requirements and keep all supplied Council assets in a good condition in line with the Councils policies.
· Ensure compliancy and adherence to, but not limited to, health & safety regulations, all standard operating procedures & values, quality assurance accreditations and demonstrate, maintain and monitor the company’s commitment to best practice with legislation, codes of & good working practices relevant to all work activities
· Establish a strong working relationship with colleagues, service users and local community, managing expectations, attending meetings where required.  

· Undertake any other duties as required by the organisation including but not limited to managing other Project Teams to cover any absences of fellow Project Managers.

· Attend informal and formal meetings and training sessions as required. 
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:

	Project Manager – Electrical Testing and Compliance Manager

	Reports to:

	Operations Manager 

	Department:
	Housing, Neighbourhoods and Communities 

	Section:

	Housing 


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Must be qualified to at latest edition of BS7671 including any amendments. 

· Must be qualified up to the standard of the most recent edition of the Wiring Regulations

· Non-Licenced, non-notifiable asbestos removal qualification in line with Regulation 10 of the Control of Asbestos Regulations
· Must be qualified and experienced up to the level of a NICEIC qualifying supervisor (or equivalent)
· Full working knowledge of EICR testing requirements
· SMSTS (Site Manager Safety Training Scheme) qualified 

· Knowledge and experience of working in social housing 

· City and Guild qualification Level 2 or equivalent 

· Strong commercial awareness

· Strong knowledge of SOR’s and how they work

· Good understanding of the local political context 


	Experience
	· Proven experience of electrical repairs, programmed servicing, repairs and installations management & delivery in a social housing environment 

· Significant project management experience across multiple sites and high volume repairs
· Experience of managing, monitoring, recording and reporting of health and safety and electrical compliance 

· Significant management experience of teams of workers and contractors
· Must have experience of managing a testing and inspection programme

· Must have line management experience

· Must have experience of managing contractors 

· Must have experience of working with tenants and leaseholders in a social housing setting


	Skills and Abilities
	· Strong interpersonal skills and able to negotiate and influence 

· Strong customer focus 

· Problem solving skills and results orientated

· Good planning and organisational skills

· Decisive decision making skills

· Good Microsoft Office skills and other databases 

· Budget management/monitoring skills 

 

	Other Requirements
	· Full, current driving licence 



