	JOB TITLE:
	Property Maintenance Officer

	DEPARTMENT:
	    Investment Services

	REPORTING TO:
	Senior Property Maintenance Officer

	RESPONSIBLE FOR:
	   N/A

	GRADE:
	7 (PA22 – PA25)



MAIN PURPOSE OF THE ROLE

The Property Maintenance Officer is responsible for delivering high-quality, customer-focused, and compliant property maintenance services to all of the Association’s customers, both internal and external, delivering quality outcomes and resolutions. This role ensures accurate diagnosis of defects, contract compliance, performance management, and excellent service delivery across reactive repairs and void properties, ensuring a first-class customer experience. 

Ensuring that void properties are processed in line with policies and procedures is a key element of the role, ensuring that voids are inspected, works are instructed and completed within required timescales and budget.

CORPORATE RESPONSIBILITIES 

To carry out the requirements of the job in accordance with the agreed policies and procedures of Cunninghame Housing Association including the code of conduct. 

To always ensure absolute confidentiality in respect of tenants, former tenants and applicants.

To comply with responsibilities under the association’s data protection, health and safety, safeguarding and equality and diversity policies.  

To identify and attend training to ensure skills are up to date. 

To take responsibility for keeping up to date with changes in association policy, current legislation, relevant guidance and models of good practice. 

To carry out any other duties which may be required from time to time.




ROLE SPECIFIC DUTIES

PRINCIPAL DUTIES OF ROLE 

· Deliver against performance targets and service standards, managing workload effectively to meet timescales.
· Analyse performance and contribute to continuous service improvement.
· Undertake property inspections including pre-termination, voids, and post-works inspections.
· Ensure properties meet required standards and minimise rent loss.
· Diagnose and prioritise repairs, ensuring appropriate action is taken.
· Monitor quality of works and address any defects.
· Ensure value for money and that works are delivered within budgets
· Survey properties and specify required maintenance works.
· Oversee works on site ensuring quality, compliance and tenant satisfaction.
· Liaise with contractors and certify completed work.
· Carry out stock condition surveys and lifecycle assessments.
· Support compliance with housing standards including EESSH.
· Undertake fire safety and condition assessments as required.
· Inspect and manage works to common areas, liaising with Factoring Officer and owners.
· Deliver high standards of customer care, responding to enquiries and complaints in line with policy.
· Manage aids and adaptations in line with policy, working with relevant stakeholders.
· Assist with preparation of specifications and contract documentation.
· Monitor contractor performance and approve works and invoices.
· Manage insurance claims and ensure appropriate tenant recharges are applied.
· Ensure compliance with Health & Safety requirements, including review of asbestos information and contractor risk assessments.
· Work collaboratively with internal teams, contractors and stakeholders, attending site visits and meetings as required.
· Participate in training and support development of colleagues where appropriate.
· Undertake any other duties as required by the Senior Property Maintenance Officer or Asset Manager.

WORKING WITH OTHERS

Work collaboratively with a wide range of internal and external stakeholders to ensure the effective delivery of maintenance services. This includes close partnership working with colleagues across Investment Services, Housing & Community Services and Finance to coordinate activities, share information and resolve issues efficiently.

Regular engagement with external contractors, consultants and suppliers to monitor performance, ensure compliance with contractual requirements and maintain service standards. The post-holder will also liaise with regulatory bodies and other agencies as required, representing the Association professionally and supporting the achievement of strategic and operational objectives.


CUSTOMER ENGAGEMENT

Have regular direct contact with tenants and residents, acting as a key point of contact throughout the delivery of maintenance activities. This includes clearly explaining works, managing expectations and ensuring customers are kept fully informed of progress and any changes.

Responsible for promoting a positive customer experience by delivering a high standard of service, responding to enquiries and complaints in a professional and timely manner, and ensuring that tenant feedback is used to inform continuous improvement. A strong focus on customer care, respect and effective communication is essential at all times.

GOVERNANCE

Responsible for ensuring that all activities are carried out in compliance with relevant legislation, regulatory requirements and internal policies and procedures. This includes maintaining awareness of current housing standards, Health & Safety legislation and best practice guidance relating to property maintenance and asset management.

Contribute to audit, inspection and assurance processes by ensuring accurate record keeping, compliance with procedures and provision of information as required. The post-holder will also support a culture of accountability and good governance by identifying risks, highlighting non-compliance issues and promoting continuous improvement across service delivery.
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PERSON SPECIFICATION
	
	Skills and Qualifications
	Knowledge
	Experience
	Behaviours
	Values

	Essential
	-Relevant technical qualification in construction, building maintenance or related discipline (or equivalent experience) 

Full UK driving licence


	Knowledge of property maintenance, repairs and construction processes 

Understanding of housing standards including SHQS/EESSH 

Knowledge of Health & Safety legislation in relation to property maintenance


	Experience of working in a property maintenance, repairs or asset management environment   

Experience of inspecting properties and diagnosing faults   

Experience of managing contractors and monitoring performance   

Experience of working to targets, budgets and timescales   

Experience of dealing with customers in a service-led environment
	Strong communication and interpersonal skills 

Ability to organise and prioritise workload effectively 

Problem-solving approach with attention to detail 

Ability to work collaboratively with colleagues and external partners 

Customer-focused and professional at all times

	The Cunninghame Group of Companies respect the following values:

Equality:
We will be fair and consistent with all of our people, customer and business partners by being open, honest and accountable at all times.

Participation:
We will involve our stakeholders by promoting clear communication, participation and engagement in order to improve our effectiveness and efficiency as we continue to grow our business.

Investment:
We will invest in all of our people, products, and places, to create environments that are positive, motivating, challenging and rewarding.

Creativity:
We will continue to create and develop new initiatives and take measured risks to exceed our partners and customers expectations.

Customer Focus:
We will focus on the needs of all of our customers and deliver a quality customer driven service.

	Desirable
	Professional membership (e.g. CIOB, RICS) 

Health & Safety qualification (e.g. IOSH/NEBOSH)

	Knowledge of social housing sector and regulatory environment 

Awareness of asset management systems and stock condition data

	Experience of working within a social housing environment 

Experience of procurement processes and contract administration

	Ability to support and guide others in day-to-day activities 

Proactive approach to identifying service improvements
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