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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: 

	City Neighbourhoods & Housing

	[bookmark: Text32]POSITION NO: Please provide this information if existing post      


	SECTION:

	Investment Services

	GRADE: 8 


	JOB TITLE:

	Electrical Project Officer
	DATE PREPARED:15/12/106

	EVALUATION DATE:
	16th January 2017
	[bookmark: Text24]JE NUMBER:   NC617   




	ROLE & PURPOSE OF JOB: 
To provide professional and technical expertise to manage the effective delivery of electrical maintenance and capital improvement works to the Councils landlord services within its 25,000 council properties and communal areas. 

Including delegated budget control for capital & revenue maintenance schemes to the Council’s housing stock of approximately 25,000 properties and communal areas.

To ensure that effective partnership arrangements are in place to deliver a high quality electrical repairs and maintenance service.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	Customer Focus – Strong customer service skills to ensure pro-active, customer focused and professional approach is taken to managing all projects.
To ensure that all electrical repairs, maintenance and capital works within the area of responsibility are installed and maintained to the council’s required standard and any statutory or legal requirements are adhered to.

	3.
	Performance Management - Responsible for producing reports to identify key contractual targets and ensure these are met and comply with any local and national performance indicators. 
Responsible for the monitoring and supervision of budgets, propose solutions and implements agreed actions for any potential over or under spend.  The post holder will be responsible for the performance management of contractors working on a number of maintenance contracts, i.e. effective implementation the Council’s policies and procedures as well as monitoring outputs and budgets.

	4.
	Statutory Obligations - To ensure that all works to dwellings within their area of responsibility are repaired and maintained to a decent homes and homes standard and to any statutory or adopted standards. Effective implementation, ongoing compliance with all legislation, statutory regulations and the Council’s policies and procedures.

	5.
	Responsible for compiling detailed specifications and contractual documentation for planned maintenance contracts and capital projects.  The post holder should also maintain knowledge of relevant legislation and new techniques that enable continuous improvement.               

	6.
	Responsible for the effective monitoring of budgets and taking appropriate action once any potential financial risks are identified and offer solutions. 
Responsible for determining accuracy, validating, authorising and approving all
invoices and other approved documentation to confirm that all payments and processes are completed efficiently and to best value principles.

	7.
	Responsible for communicating effectively to contractors, partners and other service areas. Providing technical and specialist advise either verbally or written to Customers, Housing Managers, Elected Members, Senior Managers, Emergency Services and Utility Providers. 
When requested by other service areas to carry out a repair or improvement works,will give expert advice and decide the best way to proceed.

	8.
	Plan, organise, conduct and attend meetings as required, including contractual meetings and liaising with all stakeholders. Deputising for the Programme Manager as required. To support the recovery and complaints procedures, including gathering evidence, photographing & recording damage and providing witness statements.  Attend court, liaise and give advice to the appointed legal personnel on recoverable order issues and insurance claims as well as supporting the witness statement.

	9.
	To oversee the contracts and ensure that the partnering contractor is fully aware of the expected level of quality and is compliant with the relevant standards required, including Health and Safety on site, also to take appropriate action as required. 
To undertake site visits and meetings with clients, contractors, other interested parties and statutory undertakings to ascertain their requirements and whether their needs are being met. In addition, provide professional and technical advice, both verbally and written, as required.

	10.
	Will have full responsibility for repairs and maintenance carried out by partner contractors to the landlord services assets within the city. This will mean decisions being made on a daily basis, which will affect how the contract is delivered. 
Contributes to budgetary control, the post holder will be expected to work within the budget parameters and make decisions on work that is issued to the contractor in consultation with the programme manager. The post holder will be in regular contact with the partnering contractors to make decisions on how to progress repairs and decide how the repair should be completed.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. [bookmark: Text8]Responsibility for Staff:	

No direct responsibility for staff however the post holder will take responsibility for giving advice to all staff associated with electrical maintenance with the Housing Investment Services.
Responsible for giving advice to all staff associated with the Housing Investment Service. 

[bookmark: Text9]2.	Responsibility for Customers/Clients:	

Portray a positive image of the Council and conduct themselves in a proper manner.

Collaborative working with Social Services Disability Team. 

The post holder will regularly have contact with the general public, internal clients, internal customers, internal service providers’ e.g. Call Centre, Environmental Services, and Customer Service Centres. External service providers e.g. Utility Providers, Elected Members and the Emergency Services. It is therefore vital that a positive image of the Council is portrayed and essential that the post holder conducts themselves in a proper manner.

Provide technical services to the public who request Housing Renewal/Refurbishment Assistance.
Establish and maintain effective communications with Contractors, Area teams, Tenants groups, Investment Services, Elected members, Homesearch, Homeless section and other stakeholders. Effectively manage properties either empty or tenanted

[bookmark: Text10]3.	Responsibility for Budgets:	

Contributes to capital budget  - £32m per annum.
Contributes to revenue budget  - £23m per annum.

[bookmark: Text11]4.	Responsibility for Physical Resources:		To ensure that all electrical repairs maintenance and capital works within the area of responsibility are installed and maintained to the councils required standard and any statutory or legal requirements are adhered to.

The post holder has access to sensitive information such as customer’s personal details, sensitive commercial financial information which is held within databases and computerised systems and is responsible that confidentiality is maintained at all times.
 

	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
[bookmark: Text12]
Work in consultation with Housing Investment Services, managers, supervisors, building control, elected members, civic law, planning and highways.

2.	With Any Other Council Areas
[bookmark: Text13]
Housing Area Teams/CSC Staff – Maintain a positive working relationship through day-to-day communication and scheduled liaison meetings in order to continuously improve the customer’s experience of the repairs service. Act as an initial point of contact regarding enquiries for future works to be carried out.

Other service areas within the City Council - e.g. Property Services, Legal, Finance and Environmental Health Officers. 

Elected Members – Acting as an initial point of contact, often relating to constituents repair issues, liaising with Housing and other relevant departments and agencies for the matter to be resolved, which may be out of their area of responsibility.

3.     With External Bodies to the Council
[bookmark: Text14]
Customers – Visit properties to provide specialist advice and/or to agree/advise on the extent of work that will be carried out, measure work, prepare/review drawings and specifications to meet the customer’s needs

Utility Suppliers – (Gas/Electricity/Water) – To arrange and co-ordinate fault rectification and access for installation works in conjunction with ongoing repairs in void and occupied properties.

Emergency Services – (Police/Fire) – Liaising with and acting as a link for our department and other departments of the City Council.

Private Sector Partners/Sub Contractors – Authorising, issuing and forwarding work to appropriate recipients.  Providing general information on access details, key availability, target dates and co-ordination of contractual arrangements.

Call Centre – Responsible for communicating with the Call Centre on all issues specific to the contract area. Maintain a positive working relationship through day-to-day communication and scheduled liaison meetings in order to continuously improve the customers experience of the repairs service.











	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Programme Manager     

	
	
	

	Other jobs (peers) that report to immediate line manager
     
	
	This Position
Electrical Project Officer

	
	
	

	
	
	Direct Reports
none








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Required to access roof areas, service areas, plant rooms, blocks of flats (via ladders, scaffolding etc). Site meetings. Inspection that would involve walking to different locations within sites and buildings. 


	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|_|
	|_|
	|_|
	|_|
	
|_|

	Working in restriced areas, confined space inspections (roof voids service cupboards, plant rooms etc).



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	On site working with customers, contactors,etc. Possible emotional in emeregency
situations(breakdown of services).







	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Relevant technical professional qualification in Electrical 
Installation. (Or equivalent).

           Minimum of 

City & Guilds 2360 pts 1+2
City & Guilds 2382-20 17th Edition
City & Guilds 2330 and 2391 level 3 testing+ inspection.
	X
	
	AF,CQ

	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational level
	X
	
	AF

	
	Experience of successfully managing activity and performance targets 
	X
	
	AF

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team.  
	X
	
	AF

	
	The post holder must have proven practical experience in:

Detailed knowledge of legislation related to all aspects of 
electrical installation and
maintenance particularly,
            
  BS7671:2008 17th Edition Regulations
          
  Electricity at Work Regulations 
	X
	
	AF, I

	
	Detailed knowledge and experience to be able to analyse
requests for repairs and produce detailed drawings and specifications, which comply with all relevant legislations, regulations, policies and procedures.
	
	X
	AF, I

	
	Detailed knowledge of policies and procedures in order to
appropriately control and direct operational staff working on maintenance contracts and possess transferable skills to adapt to a Local Government environment.
	
	X
	AF, I

	
	Prioritising tasks to achieve targets and deliver to deadlines
	X
	
	AF, I

	
	Inspecting work to completion to confirm compliance with standards
	X
	
	AF, I

	
	Knowledge of ITC equipment, and have a good understanding on the use of various software packages including Microsoft Word, Outlook, Excel and general databases.
	X
	
	AF, I

	
	Knowledge of financial management, budgetary control, the use of procurement methods and contract administration
	X
	
	AF, I

	
	Knowledge of performance management techniques used to monitor and develop contracts
	
	X
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Operational experience in electrical installation/maintenance
	X
	
	AF, I

	
	On a daily basis use technical judgements and skills, interpreting statutory regulations and legislation, preparing detailed specifications, plans of work and submitting technical reports as required to consistently delivering services in accordance with contract conditions and customer requirements.
	X
	
	AF, I

	
	On a daily basis use judgement skills to interpret a customers’ requests and determine an appropriate course of action, giving full consideration to the individual’s needs and how they fit within the wider context of what is detailed within the contract, service standards and is affordable within budgetary constraints. This will result in having to decline some requests and having to provide a full explanation.
	X
	
	AF, I

	
	The post holder will be expected to use judgemental skills to prioritise and take full responsibility for running the contract.  This will involve the issuing of work and full organisation and co-ordination of all resources to meet the demands of the contract to ensure client and customer satisfaction is maintained.
	
	X
	AF, I

	
	The post holder may have to spontaneously deal with demanding, time consuming, abusive, upsetting and difficult situations due to the interaction with customers in their homes, which is a fundamental part of the job.
	X
	
	AF, I

	
	Expertise in solving technical problems relating to property repairs and initiating remedial action by analysing situations, prioritising work, producing detailed technical drawings, specifications and plans in order to meet the needs of the service and its customers, and which comply with all relevant legislation, regulations, policies and procedures.
	
	X
	AF, I

	
	Aptitude to work effectively with a minimum of guidance, and be an excellent planner, organiser, team builder, decision maker and motivator.
	X
	
	AF, I

	
	Excellent communication and negotiation skills at all levels, including contractors, clients, suppliers and customers, to ensure best value services are provided.
	X
	
	AF, I

	
	Effective time management skills and able to meet deadlines
	X
	
	AF, I

	
	Ability to use ITC equipment and adapt to using new technology and methods that can be introduced to improve services.
	X
	
	AF, I

	
	Understanding of and the ability to use SMM and estimating techniques
	
	X
	AF,I

	
	Ability to produce detailed reports.
	X
	
	AF,I

	
	Motivate, lead and give confidence when giving instructions to others, operatives, contractors and customers by being discreet, diplomatic, sensitive and fair, particularly when providing information that does not meet their expectations.
	X
	
	AF,I

	
	Ability to control and direct operatives and contractors on site to ensure that all work is carried out in accordance with the specification, providing the highest level of customer care at all times.
	X
	
	AF, I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (service area to include where appropriate).
	
	N/A
	

	
	Detailed knowledge of the Building industry and experience to be able to analyse requests for repairs.
	
	X
	AF, I, CQ

	
	The post holder should also maintain a knowledge of relevant legislation and new techniques that enables continuous improvement, including SAP ratings and Health & Safety legislation.
	
	X
	AF, I, CQ

	
	Knowledge of policies and procedures in order to appropriately control and direct operational staff working on maintenance contracts.
	
	X
	AF, I, CQ

	
	Knowledge of financial management, budgetary control, the use of procurement methods and contract administration.
	
	X
	AF, I, CQ

	
	Knowledge of project and performance management techniques used to monitor and develop programmes and contracts.
	X
	
	AF, I, CQ

	
	  Detailed working knowledge of Domestic electrical works.    
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Communal electrical distribution works.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Fire Alarm systems.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Security Systems.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of CCTV Systems.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Communal Aerial Systems.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Communal/Emergency Lighting Systems.
	X
	
	AF, I, CQ

	
	Detailed working knowledge of Controlled Entry Doors.
	X
	
	AF, I, CQ

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	
	N/A
	

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	X
	
	AF, I

	
	The post holder will be required to be friendly, courteous, polite, and professional and an advocate of the Council at all times. To be tactful and non-discriminatory when dealing with conflicting situations and avoid being biased.
	X
	
	AF, I

	
	The post requires the holder to have the ability to communicate on all levels, examples of which are Senior Officers within the Council, emergency services, people with disabilities, people whose first language is not English and Elected Members, giving advice and guidance where necessary to meet the service needs at the time. The post holder must also to be able to reassure distressed and vulnerable customers that we are a service provider and here to help.
	X
	
	AF, I

	
	The post holder must have the ability to record spoken information and instructions and accurately convey them to Managers, Senior Officers, contractors and service users.
	X
	
	AF, I

	
	Written Skills

	
	The post holder will be required to provide information and instructions to a range of people who access the services provided, examples of which are Senior Officers within the Council, emergency services, people with disabilities, people whose first language is not English and Elected Members, giving written advice and guidance. The response may be in various forms e.g. letters, reports and e-mails and it is essential that the content is accurate, factual and in compliance with Council policy and current legislation to ensure that such correspondence is not used within any detrimental legal action against the Council. This is particularly pertinent to work which could result in legal disrepair action against the Council.
	X
	
	AF, I

	
	Verbal Skills

	
	The post holder will be required to continually be friendly, courteous, polite, and professional and an advocate of the Council at all times. To be tactful and non-discriminatory when dealing with conflicting situations and avoid being biased.
	X
	
	AF, I

	
	The post requires the holder to have the ability to communicate on all levels examples of which are Senior Officers within the Council, emergency services, people with disabilities, people whose first language is not English and Elected Members, giving advice and guidance where necessary to meet the service needs at the time. The post holder must also to be able to reassure distressed and vulnerable customers that we are a service provider and here to help.
	X
	
	AF, I

	
	The post holder must have the ability to record spoken information and instructions and accurately convey them to Managers, Senior Officers, contractors and service users
	X
	
	AF, I

	6.
	Other:

	
	None
	
	
	     





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	|_|
	N/A
	

	
	Making things happen
	|_|
	N/A
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|_|
	N/A
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	
	NONE
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Disclosure from Disclosure Scotland/ Disclosure & Barring Service (if crossed as an essential requirement).
	[bookmark: Check3]|_|
	N/A
	DBS Disclosure

	
	If the post holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the post holder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|X|
	N/A
	AF(after short listing)



image1.jpeg
A=~ City Council




