Job Description & Person Specification 

JOB TITLE:			Maintenance Co-ordinator 

GRADE:	Employers in Voluntary Housing Grade 6 Spinal Points PA17-PA20 – Grade 6

RESPONSIBLE TO:	Maintenance Manager   

RESPONSIBLE FOR:	To provide support and direction to the Maintenance Assistant.

DATE:				February 2026


Main Objectives of Post	

· [bookmark: _Hlk146975667]To ensure the delivery of a high quality and response repairs service.

· To administer the cyclical and planned major repairs programme and void repairs.

· [bookmark: _Hlk147394518]To co-ordinate and monitor all aspects of landlord safety to ensure tenants’ homes are well maintained and safe

· To attend to administrative tasks associated with the delivery of the repairs service by our in-house team and external contractors.

· To provide an excellent service and build relationships with tenants, owner-occupiers and contractors in the delivery of the repairs service.

· Other duties in keeping with the role of Maintenance Co-ordinator and the Association’s work. 


Principal Duties

1. To ensure the delivery of a high quality and response repairs service.

· To process repairs reported timeously in accordance with the Association’s Policies.
· Communicate pro-actively and regularly with tenants and other customers on the timescales, progress and satisfaction through the repairs process.
· Liaise with the in-house Trade Team and contractors to attend to customer feedback or quality control inspections to ensure a positive outcome.
· Process and verify completed work orders via the SDM housing system. 
· Monitor the performance of the in-house Trade Team and contractors and highlight any shortcomings to the Maintenance Officer.

· Check, dispute and authorise contractors’ invoices for payment in accordance with the budget and financial regulations.
· Ensure rechargeable repairs are recorded and pursued.
· Identify repairs recoverable and process insurance claims.
· Liaise with the Claims Manager at our Insurance Brokers on the payment of insurance claims.
· Support the Maintenance Officer to attend to pre and post inspection of repairs.


2. To administer the cyclical and planned major repairs programme and void repairs.

· To administer void works and cyclical repairs through the in-house team and external contractors.
· To co-ordinate the planned maintenance with staff, contractors, suppliers and consultants.
· To co-ordinate Stage 3 Adaptations in conjunction with key stakeholders i.e. tenant, Occupational Therapist, Staff, and contractors.
· To assist the Maintenance Officer with house visits and property inspections associated with void works and re-active, cyclical and planned major repairs.
· To attend / assist the Maintenance Officer at proprietors’ meetings with owner-occupiers in relation to cyclical and improvement works to the common property.
· Communicate regularly and effectively with tenants and owners in relation to cyclical and planned major repairs works with the aim to maximise satisfaction ratings.
· Monitor performance of voids, cyclical and planned maintenance repairs and provide information to the Maintenance Manager.
· Process contractors’ invoices for cyclical and planned major repairs.
· To update the SDM Void module on completion of key stages in the maintenance process of the Void Procedure.
· To maintain the SDM Planned Maintenance module with completed cyclical and planned maintenance works.
· To attend to claims for payment of HAG for Stage 3 Adaptations and other works approved by the City Council through the Scottish Government’s HARP system. 


3. To co-ordinate and monitor all aspects of landlord safety to ensure tenants’ homes are well maintained and safe. 

Gas – Annual Servicing 
· To administer, monitor and ensure completion of the gas servicing in tenants’ homes by the anniversary date of gas certification.
· Co-ordinate access between tenants and contractors or escalation to forced access to ensure completion of the annual gas service.



Electrical Safety Inspections 
· Administer the annual programme of Electrical Safety Inspections to tenants’ homes with a set 5 year cyclical programme.
· Co-ordinate the Electrical Safety Inspections with tenants and contractors to ensure completion 
· Process remedial works from the Electrical safety Inspection certificate.

Fire Safety
· Co-ordinate periodic fire safety inspections in communal closes.by registered companies.
· Assist the Maintenance Officer in periodic inspections of communal closes to ensure fire safety.
· Maintain signage and information in common closes to contribute towards fire safety and evacuation procedures  

Asbestos
· Arrange testing of asbestos materials associated with re-active, void, cyclical and planned major repair works.
· Support the Maintenance Manager to publicise and communicate the location or findings of asbestos checks to key stakeholders i.e. staff, contractors, tenants and other householders.
· Maintain the Asbestos Register via the SDM planned Maintenance module.

Legionella
· Co-ordinate inspection, servicing and any associated remedial works of communal water tanks.

General
· Ensure good storage and recording keeping of landlord safety certification to verify compliance with legislative and regulatory requirements.


4. To attend to administrative and key tasks associated with the delivery of the repairs service by our in-house team and external contractors.

· Provide performance and statistical information on the maintenance service by our in-house trade team and external contractors to inform periodic performance reports to key stakeholders
· To assist in the provision of information to support the Annual Return on the Charter.
· To provide administrative support associated with the procurement of contractors
· Annually review documentation of contractors i.e. insurance, qualifications, etc .
· Attend progress meetings with contractors and suppliers.
· Contribute towards Health & Safety requirements in the maintenance service.
· [bookmark: _Hlk147409409]Assist the Maintenance Officer with materials, plant and equipment accounting
· Attend to any stock take of materials used by our in-house Trade Team.


[bookmark: _Hlk146009285]5. To provide an excellent service and build relationships with tenants, owner-occupiers and contractors in the delivery of the repairs service.

· Provide a courteous, professional and customer focussed service in the delivery of the repairs service and cyclical and planned major repairs.
· Maintain customer satisfaction systems to record, analyse and report on tenant satisfaction.
· Provide assistance with tenant participation and consultation exercises associated with the maintenance service and Association’s work
· Liaise with contractors and agencies with the aim to build relationships to deliver excellent customer service in the delivery of the maintenance service.
· Attend positively to customer complaints on the maintenance service with the aim to meet their expectations and achieve a positive outcome.
· Communicate effectively with colleagues in the delivery of the maintenance service i.e. voids, factoring, estate management, etc.


6. Other duties in keeping with the role of Maintenance Co-ordinator and the Association’s work 

· Assist in development and review of policies and procedures relating to maintenance service.
· Positively contribute to the achievement of organisational objectives and goals.
· Participate in promotional, marketing and community events relating to the Association’s work.
· Be committed to their own professional and personal development to meet the needs of the role and the Association
· Demonstrate commitment to the Association’s Equal Opportunity & Diversity Policy and codes of practice.
· Attend meetings at evenings or weekends, as required in relation to your role and the Association’s work
· Support the development and work of the Association strategic partnership with Easthall Residents Association
· Carry out any other tasks commensurate with your role as directed by the Maintenance Officer, Maintenance Manager, Director and Management Committee.












PERSON SPECIFICATION
Maintenance Co-ordinator
	
	Essential
	Desirable


	Education & Qualifications
	
	

	HNC or equivalent relevant experience 
	· 
	

	A relevant professional / technical qualification 
	✓
	

	Driving Licence
	
	· 

	Experience
	
	

	Experience working in a customer service environment 
	· 
	

	A minimum of 3 years’ experience in repairs administration 
	· 
	

	Experience in administering cyclical and planned major repairs
	· 
	

	Experience of using maintenance database 
	· 
	

	Experience working with Microsoft applications 
	· 
	

	Experience in carrying out pre and post inspections of repairs
	
	· 

	Experience in tenant liaison for repairs and planned maintenance works
	✓
	

	Experience in Stage 3 Medical Adaptations administration work
	✓
	

	Experience with SDM housing software system or another housing maintenance system 
	✓
	

	Experience in contract administration (liaison and progress meetings)
	✓
	

	Experience in the housing association sector
	✓
	

	Experience of working with and administering an in-house multi-disciplinary trade team
	
	· 

	Skills, Abilities & Personal Attributes
	
	

	Committed to continuous improvement, service excellence and innovation.
	· 
	

	Excellent communication, listening and interpersonal skills
	· 
	

	Highly motivated to excel in role
	· 
	

	Proficient in I,C.T. and maintenance databases and systems
	· 
	

	Customer focused 
	· 
	

	Ability to plan and prioritise work to meet personal targets and organisational goals
	· 
	

	Ability to handle a diverse workload and conflicting priorities and demonstrate good time management and organizational abilities to meet deadlines
	· 
	

	Knowledge
	
	

	Good knowledge of property management and landlord safety requirements
	· 
	

	Knowledge of Annual Report on the Charter
	· 
	



