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DAVID ALLEN

CUMBRIA’S POLICE, FIRE
AND CRIME COMMISSIONER






Cumbria Office of the Police, Fire and Crime Commissioner
HAY JOB PROFILE

Job Title:
 Estates Maintenance Officer FILLIN “Enter job title” 

Salary Scale:    
Department:     Estates & Facilities
 FILLIN “Enter department” 
Reports To:
     FILLIN “Enter reports to”  Estates Maintenance Manager
Location:
    
 FILLIN “Enter location” 
	
All employees must ensure compliance with the Cumbria Constabulary Health and Safety Policy, and all other relevant statutory Health and Safety Legislation.

This job profile has been written primarily for evaluation purposes and may not detail some less major duties allocated to the postholder, nor cover duties of a similar nature, commensurate with the grade, which may from time to time be reasonably required by the relevant manager.





This is a politically restricted post and reference should be made to the Office of the Police, Fire and Crime Commissioner’s politically restricted post policy.  

1. JOB PURPOSE
1.1 To manage the day-to-day estates helpdesk and trades team to provide reactive and planned estate maintenance to the Commissioners Estate, which includes Cumbria Constabulary and Cumbria Fire and Rescue estates.
2. PRINCIPAL ACCOUNTABILITIES 

2.1. Under direction of the Estate’s Maintenance Manager deliver the helpdesk service and manage the Estates Administrator and Estates Trade Supervisor to provide maintenance across the commissioner’s estate, including planned work programmes and responsive maintenance services.

2.2. Manage the helpdesk facility and manage the Estates Administrator to deliver via both internal and external contractors. 

2.3. Ensure all information is recorded on the computerised Estate Management System in respect of works undertaken by the postholder and staff under their control 

2.4. Manage the Trades Supervisor to set effective and efficient work targets for the in-house labour team.

2.5. Proactively liaise and manage our appointed contractors to ensure that the work delivered is free from defects to the required budget and specification .

2.6. Work closely with officers and staff to deliver works which are timely, cost effective and directly support the delivery of operational blue light activities. 

2.7. Deliver work within agreed budget parameters and update the estates maintenance manager on progress of work and expenditure.

2.8. Ensure the staff within your control are carrying out compliance checks on work undertaken to ensure the work delivered is free from defects and within statutory compliance.

2.9. Such other duties at a comparable level of responsibility, relating to the work of the department as may be required.

2.10. Perform on call duties for out of hours technical support . 

3.
DIMENSIONS
         The post holder will be responsible for undertaking work under direction of the Estate’s Maintenance Manager within agreed budgets, including -

•
Estate maintenance planned repairs

•
Estate maintenance unplanned repairs

•
Professional fees in respect of the above


The postholder is responsible for the management of, 

•
Estates administrator

•
Estates trades supervisor


Second line management of, 

•
Maintenance operatives.
4.
KEY FEATURES
4.1
Framework and Boundaries
All work must be undertaken to best practice. This includes the recommendations as made by the Chartered Institute of Building and the Royal Institute of Chartered Surveyors in respect of maintenance best practice.

All work must meet appropriate British Standards and comply with CDM (Construction Design Management) Regulations together recent legislation in respect of Asbestos (Managing Asbestos At Work Regulations 2012.

Home Office design guides.
4.2
Important Working Relationships

Internal

· All estates colleagues
· Cumbria Constabulary staff and officers
· Fire and Rescue staff

External
· Professional consultants
· Suppliers and Contractors 

· Local building control departments

· Local planning departments
5. ORGANISATION CHART

Cle 
Cle 

[image: image1]


Agreed by Post Holder:

Date:



Line Manager:

Date:



Head of Department/

Division:

Date:


OFFICE OF THE POLICE, FIRE AND CRIME COMMISSIONER
PERSON SPECIFICATION
JOB:
Estates Maintenance Officer
LOCATION: 
POST No:  FILLIN “Enter post no.” 
	
	ESSENTIAL


	DESIRABLE

	Experience 
and
Knowledge
Skills & competencies required.
Eg Geographical knowledge of the area, familiarity with certain legislation.

	Evidence of maintaining properties and a clear understanding of building systems and processes

Evidence of managing contractors and consultants

A thorough understanding of undertaking building surveys

Ability to write specifications of work and produce working drawings

Experience of managing and setting work programmes for a direct labour force

Practical building surveying skills and a concise knowledge of building processes

A clear knowledge of planned maintenance systems, proactive maintenance practices

Knowledge of asbestos, surveys and management

	Asbestos surveying qualification 

Knowledge of current building and other legislative regulations

Experience of estimating procedures

Knowledge of framework contracts and performance indicators

 Experience of developing surveying policies and best practices

Experience of working in an environment delivering customer focused services


	Education 
and
Training
General education
Specialist training

	HND/HNC technical qualification or demonstrable experience 

5 years’ experience in similar role performing maintenance duties – maintenance surveyor

Experience of working/developing an  estate helpdesk/facilities

IT literate

	Professional or part qualified in appropriate estates discipline

Experience of computerised maintenance systems


	Circumstances

Eg:  Driving licence/mobility
Shift working 
Unusual/irregular working hours

	Driving licence

	


]#



Estates maintenance manager








Estates Maintenance Officer








