
JOB DESCRIPTION

JOB TITLE:


Clerk of Works
GRADE:
Employers in Voluntary Housing Grade 7 Spinal Points PA22- PA25
RESPONSIBLE TO:
Maintenance Manager  

RESPONSIBLE FOR:
No Staff Supervision.
DATE:


January 2025
Job Purpose:

The specific purpose of the post of the Clerk of Works is to ensure planned maintenance and development works are undertaken to a high quality standards and workmanship in accordance with current building regulations and health & safety guidance.  It will require a good attention to detail to identify any shortcomings in the material and workmanship and ensure completion during and post completion of the contract.

Main Objectives of Post


· To provide an effective and efficient Clerk of Works service ensuring that the Association’s maintenance and development works are carried out to the highest standards through effective site supervision.
· To provide technical input into the specifications for planned maintenance and development works to ensure best value for money and long term sustainability in the maintenance of our properties.
· To support to the Maintenance Manager and assist in implementing and monitoring investment work.
· To attend to other duties to support the maintenance function in property inspections and management of contracts.
Principal Duties

1. To provide an effective and efficient Clerk of Works service ensuring that the Association’s maintenance and development works are carried out to the highest standards through effective site supervision.
· To ensure quality control on planned maintenance and developments works for the Association.

· To inspect materials and standards of workmanship throughout the duration of the work and contract to ensure compliance with specifications and drawings.

· To attend pre-start, progress and site meetings as required. 

· Maintain a log and diary of visits for all inspections and site visits and produce written progress reports on any shortcomings and remedial works to inform the agenda for progress and site meetings.  

· Keep photographic records of any shortcomings and remedial works.
· To provide technical advice and information to the contractor.

· To liaise with the Architect and issue directions and instructions to the contractor in accordance with guidance as detailed by the Institute of Clerk of Works.

· To carry out snagging inspections prior to handover and insect at practical completion stage to ensure defects have been rectified.

· To inspect defects during the defects liability period and inform the Architects.

· Liaise with the Maintenance Manager regarding progress of work and any issues impacting on cost, quality or the programme of work.

· Ensure the contractors in planned maintenance and development works meet Health and Safety requirements

· To provide a professional and courteous service to customers and other stakeholders in keeping with the Association’s values and objectives.

· To maintain a constructive and professional relationship with the contractor and their key staff members i.e. site manager, tenant liaison officer etc to fulfill your responsibilities in the role.

· To ensure technical files and records are kept up to date.

2. To provide technical input into the specifications for planned maintenance and development works to ensure best value for money and long term sustainability in the maintenance of our properties.
· To assess the plans and specifications or work and provide technical input on the materials and designs to mitigate future maintenance costs.

· To liaise with the Maintenance Manager / Architects to consider strategic solutions to common defects during the contract.  
· To consider the findings of tenant satisfaction surveys on planned major repairs of developments works to inform the snagging list of the specification, design, materials or co-ordination of works in future contracts.

3.  To provide support to the Maintenance Manager and assist in implementing and monitoring investment work

· Inspect the stock condition of properties to contribute to the stock condition survey of the Association’s housing stock and maintenance of the database on the current condition of its properties and estimated timescales for component replacement.
· To undertake energy performance surveys, subject to being DEA qualified and registered with the EPC governing body, Elmhurst.

· Assist the Association’s Maintenance Officer to attend to pre-post inspections of re-active, cyclical and planned major repairs, void properties and medical adaptations, as required.

· Undertake property inspections to support the maintenance function i.e. fire risk assessments, damp & mould, and ad hoc surveys as required.
· Attend surveys, march-ins and inspections associated with planned maintenance.

· Assist the Maintenance Manager / Architect to deliver and maintain health & safety information and records e.g. Health and Safety file, audit reports and actions, plans, risk assessments, method statements, qualifications and certifications for maintenance and development contracts.

· Provide information to the Maintenance Team to inform a timeous response to complaints from tenants or other customers in accordance with the Association’s Complaints Policy 
7.
Other duties 

      Other duties in keeping with the role of the Clerk of Works:

· Uphold the Association’s values and aims.

· Attend meetings at evenings or weekends, as required in relation to your role and the Association’s work

· Ensure a commitment to your own professional and personal development to meet the needs of the role and the Association
· Understand and comply with the Association’s equal opportunity policy and codes of practice.

· Maintain driving licence accreditation and show evidence of this annually by submitting driving licence for inspection.

· Carry out any other tasks commensurate with your role as directed by the Maintenance Manager, Director or Management Committee
Signed as Accepted by…..………………………………………………

Full Name (printed)……………………………………………………….

Date…………………………………………………………………………

