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JOB DESCRIPTION


Job Title:	Clerk of Works

Department:	Development

Location:	SBHA Head Office or other locations as required
	
Salary:	£37,422 - £41,335

Reports To:	Director of Development

Date:	October 2025
______________________________________________________________________

Overall Purpose

To support the Development Team in the delivery of our substantial development programme by monitoring the progress of works on site and ensuring that they meet SBHA’s quality requirements as well as all regulatory requirements.

Coordinating handovers and ensuring that the sites and homes are handed over to the highest standard and defect free.

Monitoring health and safety on site ensuring that sites are run in accordance with SBHA policies and procedures, reporting concerns to contractor partners and working closely with them to resolve any issues.

Principal Accountabilities

· To undertake Clerk of Works duties in respect of SBHA’s new supply development programme including new-build and major refurbishment projects.
· To maintain accurate records of inspections, meetings and instructions to ensure that all parties understand the expectations of SBHA in terms of quality of workmanship and information flow.
· Maintain strong relationships with the contractor and their site based staff.
· Carry out regular visits to site to ensure that materials, standards and practices are in line with SBHA’s standards.
· To monitor health and safety practices on site, raising concerns where appropriate and via the correct channels.
· Pre-contract review of specifications and drawings and input into feedback to design team and contractor, focusing on buildability, reliability of specified items and concerns over any other aspects of the design.
· To attend and represent SBHA at site meetings and other relevant meetings as required.  To provide technical input to assist resolving site issues and queries.
· To maintain up to date drawings and other technical information and be able to use this to assess works on site for appropriateness, conformity with specifications and quality.  Offering advice and guidance on alternatives where appropriate.
· To understand contractual boundaries and ensure that in representing SBHA on site, these boundaries are adhered to and respected.
· Reporting regularly to Director of Development on progress of sites and raising concerns expediently so that an early resolution can be found.
· To inspect finished work and ensure comprehensive snagging lists are prepared, monitoring remedial works and confirming it is to SBHA’s required standard.
· Leading on the delivery of SBHA’s handover procedure and ensuring that all relevant handover documentation is received and sorted prior to handover.  Including but not limited to habitation certification, commissioning certification, EPCs, drainage, air, sound and other test certificates, all keys and operating instruction etc.  Ensuring that the contractor has prepared tenant handover pack in accordance with SBHA’s specification.
· Be present at meeting with Building Control and other inspections to ensure that SBHA are represented where required.
· Work closely with SBHA’s design team members, making sure that they understand what materials are on site, how works are progressing and if there are significant concerns.
· Attending meetings with local residents and representing SBHA in dealing with concerns raised by local residents about works on site.
· Organising and inspection homes post occupation and reporting on End of Year Defects, monitoring the rectification of the works and giving confirmation of Making Good Defects
· Maximise the use of Microsoft Office and ICT to provide routine reports information to assist 


Health and Safety
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to.
· Comply with safe working practices as defined by SBHA.
· Complete online training as and when required.
· Take reasonable care for your own health and safety and that of others on site.
· Report any accidents, incidents or near misses as soon as reasonably practicable.
· Ensure HSHA’s obligations under the CDM Regulations are discharged.


Information Systems

· Attention to detail in reviewing, indexing and filing drawings and correspondence, utilising Microsoft Teams to operate document storage.
· Work with colleagues to ensure that accurate and detailed information is handed over for each property that can be input into the Association’s asset databases.
· Record, maintain and provide accurate data which is compliant with Data Protection legislation.
· with more complex report writing for senior management.
· Maintain relevant records of work activities as appropriate within SBHA suite of systems.


Performance

· Identify opportunities for service improvements and make recommendations to the line manager.  When required, participate in new initiatives that will lead to an improvement in performance and ensure changes are introduced and implemented effectively and efficiently in the area.
· Contribute to setting performance targets within function/section and the delivery of these and collect information that allows performance to be monitored for all areas of your operation, providing returns to line manager as requested to demonstrate that operational and corporate targets are met.
· Carry out duties to meet Health and Safety regulations, including CDM regulations on site and to monitor and instruct contractors on Health and Safety and Employment Practices.

General
· Promote and represent the Association locally and nationally.
· Model and promote behaviors consistent with SBHA’s values and standards and observe and continually promote equal opportunities and diversity in compliance with Association policy.
· Commit to continuous personal and professional development and keep abreast of emerging or new legislation, standards, and best practice. 
· To maintain awareness of Tenant participation and engagement as a commitment by SBHA to its Tenants and encourage customer involvement and active engagement to help shape the service.
· To be aware of and comply with personal responsibility for Health and Safety in the workplace and lone-working, and the Association’s general responsibility for the Health and Safety of its customers and Tenants.
· Carry out any other reasonable duties appropriate to this post, as requested.
· Be available for Out of Hours duties and services as required.


Contacts: Executive Team, Leadership Team, and all teams. Tenants and other customers, Scottish Borders Tenant Organisation, , Health & Safety Executive, Consultants and Contractors.

Working Environment: You will be required on occasions to work out with and in excess of normal working hours.  You will be required to travel within Scottish Borders area and occasionally out with. 
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Person Specification

Job Title:	Clerk of Works
Department:	Development
Date:	October 2025 

	
	Value
	Assessed at

	



Requirement

	Essential
	Desirable 
	Application
	Interview
	Test
	Presentation

	1. Qualifications, Experience & Knowledge
	
	
	
	
	
	

	[bookmark: _Hlk142395070]HND/C or equivalent in Building (or equivalent discipline) or able to demonstrate equivalent through experience 

	X
· 
	· 
	X

	X

	

	


	CIOB Associate Membership or equivalent
	
	X
· 
	X

	X

	

	


	Evidence of Continuing Professional Development
	X
· 
	
	X
	X
	
	

	Significant experience in a Construction or Property Environment

	X

	
	X
· 
	X
· 
	

	

	A clear understanding of what good quality looks like and commitment to ensuring that it is delivered on all sites 

	X
	
	X
	X
	
	

	Experience of inspecting and reporting on quality of workmanship

	X
	
	
X
	
X
	
	

	Experience of contract supervision, monitoring, and quality control.

	X
	
	
X
	
X
	
	

	Awareness of relevant legislation applicable to residential dwellings in Scotland (Gas Safety, Asbestos, Electrical Safety, Legionella, Fire Safety)

	X

	· 
	
X
	
X
	
	

	Knowledge and understanding of building technology and construction and maintenance

	X

	
	
X
· 
	
X
· 
	
	

	Knowledge and experience of CDM and its application to programming and delivery of works with knowledge of the health and safety risks involved in the works with experience in managing and mitigating the risk.

	X
· 
	· 
	
X
· 
	
X
· 
	
	

	Knowledge of Housing for Varying Needs, SHQS and EESSH and other relevant standards.
	X
	· X
	X
	X
	
	

	Knowledge and understanding of Housing Management software such as Northgate and Asset Management software such as SAM

	
	X
	
X
	
X
	
	

	2. Skills and Abilities
	· 
	· 
	· 
	· 
	
	

	Excellent computer skills (Word, Excel, Outlook, Teams) with a commitment to maximising the use of technology
	X
	
	X
	X
	
	

	Ability to understand and analyse plans, specifications, technical schedules, and contracts.

	X
· 
	

	X
· 
	X
· 
	
	

	Excellent verbal and written communication skills with the ability to compile reports, correspondence etc.

	X
	
	X
	X
	
	

	Attention to detail and ability to compare plans and specification with as built on site

	X
	
	X
	X
	
	

	Able to contribute the successful performance of the Team, managing and prioritise workload, and achieve targets.

	X
	
	X
	X
	
	

	Ability to liaise with and manage various internal and external Contractors and Consultants.

	X
· 
	· 
	X
· 
	X
· 
	

	

	3. Other Requirements
	· 
	· 
	· 
	· 
	
	

	Commitment to providing high quality service to tenants and local residents, being approachable and working quickly to resolve issues
	X
	· 
	X
	X
	
	

	Committed, flexible and adaptable approach to work requirements 
	X
· 
	· 
	X
· 
	X
· 
	

	


	Participate in the Out of Hours Standby Rota as required
	X
· 
	· 
	X
· 
	X
· 
	

	


	Possession of a full UK driving license and access to own transport
	X
· 
	· 
	X
· 
	X
· 
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