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	Role Title
	Mechanical and Gas Supervisor

	Job Family
	

	Competency Level
	Principal Officer

	Pay Range / Scale
	PO4

	Purpose

To develop and deliver specialist support/advice for a defined service area. (Gas & Mechanical) To ensure relevant legislation, regulations and policies are complied with. To provide a full technical service with regard to property maintenance to the council’s housing stock.


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues and repairs issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Ensure data is provided where necessary to update the council’s asset database
Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Prepare and/or respond to members enquiries and complaints

Provide technical reports for disrepair claims, insurance claims and complaints/ombudsman enquiries within pre-determined deadlines.

Liaise fully with external agencies such as HSE and others

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Work with partnering and other contractors to resolve problems and develop the service to drive improvements, customer satisfaction and best value

Carry out surveying and inspection function for both the purpose of issuing relevant works orders and quality inspections.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

All instructions are issued  in line with council regulations and guidelines

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.

	Work is carried out in a way that is safe and without risks to health.

Ensure that contractors comply with all health and safety legislation and guidelines

	Job Specific Accountabilities:

	
	

	Diagnose defects and faults in portfolio and manage works orders and inspections to ensure the delivery of high quality housing within the borough
	Works orders issued on IWorld and manage to completion

Carry out pre-inspections to diagnose complex repairs, specify works and issue up to the value of (£1000 - £5000). Refer orders in excess of this amount to senior managers with recommendations/reasons for approvals.

Carry out post inspections and quality assessment of contractors works, typically 10% across all works streams including revenue and capital.

Where works are substandard referral must be made to the commercial team to defer payment to contractors.  And/Or liaise with contractors until resolution of substandard works

Refer larger defects to relevant teams such as Asset Management for inclusion in planned works programme as necessary.

	Technical reports are produced to  appropriate standards to ensure LBWF complies with legislative and regulatory requirements to be presented to senior managers, tenants groups, legal team and regulatory bodies
	Prepare technical reports on any Mechanical & Gas issues as necessary.

Prepare reports in response to disrepair claims and LTA issues. 

Prepare reports for insurance claims

Prepare reports for residents meetings

Prepare reports for internal stakeholders

Identify from reports trends pertaining to repair patterns, cost patterns and health and safety issues

	Responsible for ensuring that properties meet all necessary standards and legal compliance
	Undertake inspections of properties as necessary to ensure compliance with the latest edition of the gas regulations.  Both communal and domestic.  Make any recommendations as necessary to bring property up to compliance.

Undertake Housing Health and Safety Rating System Assessments and undertakes actions that arise from the same.

Undertake inspections of properties for any gas/mechanical services and systems as necessary including but not limited to Gas boilers, HRU, ventilation, communal and district heating systems, plantrooms and pumps.  Make any recommendations and manage works to ensure these meet with the required standards.

	Be a lead for Contract Management in ensuring that all works programmes are effectively managed and meet programme deadlines
	Meet on a monthly basis with contractor to ensure contract compliance is being achieved with particular regard health and safety on site and compliance with CDM regulations.

Report monthly on major works and planned works projects outlining progress against project projections

Lead on portfolios of work or projects of varying sizes up to the region of £500,000
Meet with contractor, utilities or any body as necessary to agree required works on any project, repair or planned works as necessary.

Familiarity with Leaseholder Section 20 legislation.


	Budget and Financial Control to ensure maximization of spend of yearly budgets and achieving ongoing improvement to customers homes while achieving budget control.
	Check measurements and costs to ensure that they are accurately applied for invoicing purpose.

Ensure that schedule of rates items are correctly and properly to interpret the works being ordered
Ensure that appropriate quotes are obtained for non-scheduled works

Ensure best value is achieved when items of non-schedule nature are used.

	
	

	Represent Property Services at internal and external forums
	Court and tribunals are attended  as expert witness
Residents forums are attended
Attend meetings with councilors

Attend meetings with internal departments
Liaise with residents as necessary in the effective discharge of duties.
Waltham forest is well represented at all times.
Attend magistrates court as required to represent LBWF in relation to domestic gas forced entries.

	
	


	Nature of Contacts 

Heads of Service, and Senior Managers across the authority, and external agencies and organisations providing advice regarding repairs and maintenance issues 
Will involve direct contact with members of the public.

MPs, councilors and residents advocates.

Providers of specialist equipment.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.



	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.

This post is both office based and site based throughout the year and so will require lone working.

The role on occasions will require the wearing of health and safety clothing and equipment

Access systems will, on occasions,  be used for inspection purposes – such as scaffolds

Occasionally the post will be expected to work from other locations
The post will also on occasions require working out of hours and weekends to attend resident meetings.


	Key Facts and Figures        

Will require research  and analysis of products and reports

Requires processing of transaction on LBWF Systems                                    


	Resourcing

Budget Responsibilities:  Issuing of orders up to prescribed limits -  up to £5000 for day to day works

Supervisory Responsibilities:  None  for staff – but may have to supervise onsite contracts

	Knowledge, Skills and Experience 
Qualified to the latest Relevant Accredited Certification Scheme (ACS) 'Gas' Certificates of Competence for domestic industrial and commercial gas installations 

Membership of Professional Body such as Gas Safe

Minimum 5 years experience in managing and surveying  Gas & Mechanical repairs, maintenance and planned works contract in Housing.

Knowledge of legislation regarding housing maintenance particularly disrepair.

Knowledge of Leaseholder and Right to Buy Legislation.
Construction and Building Regulations and their experience.

Understanding of health and safety legislation.

Understanding of Health and Safety CDM regulation.

Specification writing

Sound and extensive experience of the installation and maintenance requirements appertaining to industrial/commercial & domestic gas and water installations.  

Thorough working knowledge of the current Gas Safety (Installation and Use Regulations 1998.
A thorough understanding of the Gas Industries Unsafe Situations Procedure.  Able to demonstrate how and when the procedure is implemented and adhered to, including the requirement of mandatory documentation.


Able to assess emergency procedures and contingency plans for managing the response to gas and water emergency incidents.
Awareness of the relevant areas of the current edition of the IEE regulations

Awareness of the relevant areas of the Water Hygiene ACOP L8.

Awareness generally of the various mechanical and electrical services found in social housing

Specification writing

Report Writing for senior management teams 

Repairs diagnosis

Customer care skills

Use of computerised repairs systems

Diagnosis of complex repairs issues

Experience of the building or maintenance industry on a technical front.

Proven experience of managing contractors

Budget and financial control

Confident in Dealing  with demanding and changing workloads 

Experience in the most common IT packages.  Word, Excel etc.




	Indicative Qualifications
Qualified to the latest relevant Accredited Certification Scheme (ACS) 'Gas' Certificates of Competence for domestic, industrial and commercial gas installations. 
HNC in Building Services Engineering or equivalent or be working toward this qualification or have extensive appropriate experience.

Able to demonstrate significant experience in the field of maintenance of properties, particularly housing stock.

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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