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Dear Applicant

Thank you for your interest in the above post.  Please find enclosed in this application pack the following documents:

· Job Description

· Person Specification

· Structure Chart

· Service Overview
Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

Relocation 

A Relocation package is available for expenses up to £8,000 subject to terms and conditions of Ipswich Borough Councils Policy

Baseline Personnel Security Standard Check:
In accordance with the BPSS Security Standard, the above post has been assessed and requires the completion of a Disclosure Scotland form.  Should you be successful at interview, further details will be given to you regarding the disclosure process and the Council’s relevant policies and procedures.

Ipswich Borough Council complies fully with the BPSS and undertakes to treat all applicants for positions fairly.  We undertake not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.   

If you have any recruitment queries, please do not hesitate to contact us on 01473 433402.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.
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Ipswich Borough Council

Job Description: G29

Labourer
Main Purpose of Job
To effectively assist within a team of operatives or on own initiative in the repair and maintenance of council owned properties. In doing so carrying out a wide range of duties, including but not limited to; general builders labouring, the cleaning and disposal of waste materials with an efficient, effective and customer focused manner. With the end goal being providing valuable support in assisting the service area to meet its overall strategy and objectives.

Main Duties
Physical activities including lifting, bending, climbing, walking etc. connected with building maintenance.  

Responsible for carrying out a range of duties connected with the repair and maintenance of Council owned properties. Following instructions given by Maintenance and Contracts management team, attending pre planned appointments promptly, planning and organising daily work, working to relevant H&S requirements whilst on site, organising and managing materials required, keeping records, handing in job records daily, and following administrative procedures as directed.

Driving vehicles and operating plant and equipment associated with building maintenance and new construction. Keeping vehicles and plant clean and in good working order and reporting defects daily.

Working to a high quality standard ensuring high quality workmanship and maintaining an acceptable level of productivity commensurate with earnings.

The use of new IT technology as required ensuring the delivery of goals and objectives as set within contract specification.

Carry out duties, which require possession of a reasonable standard of numeracy and literacy (as the job requires the employee to complete time sheets and claim forms, keeping records and to fulfil statutory checks as required). Ability to adapt to changing working environments and work patterns as deemed necessary to meet strategic goals of the service area.

Represent Maintenance and Contracts in a manner conducive with the standards expected, including the carrying of an identity card and wearing of the uniform supplied. Communication with customers, IB Contracts management team and members of the public in a polite manner placing the highest possible emphasis on customer care. Encouraging customer involvement and feedback.

Responsible for maintaining health, safety and welfare of self, other employees and members of the public ensuring adherence to safe working practices and environmental procedures. Including attendance of bi-monthly team meetings to discuss operational issues and Health and Safety updates (Tool box talks). 

Such variations as may be required from time to time without changing the general character of the duties shown above or the level of responsibility entailed.
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	PERSON SPECIFICATION

Labourer



	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Knowledge/
Qualifications
	3 GCSE’s at pass level or NVQ Level 2 qualification or BTEC Level 2 Award. 
Understanding of a variety  building practises
	A current CSCS card
	Application / Interview


	Work related
experience, skills
 and competencies
	Basic Knowledge and awareness of Health & Safety procedures

  

Demonstrate ability to use technology within a working environment

Experience of the

Building industry
	Driving vehicles and operating plant and equipment associated with building maintenance and new construction
Understanding and knowledge of building procedures 

	Application / Interview


	Personal skills
	Ability to priorities duties 
Experience of working in a team to achieve shared objectives 

Ability to work to timetables and deadlines.

Demonstrate evidence of working within a performance related culture

Ability to problem solve and work on own initiative

Communicate effectively both verbally and in writing
	Maintain working relationships with people from all levels and external organisations
Ability to communicate and discuss issues and request from residents and members of the public
	Application / Interview


	Special working conditions
	You will need to demonstrate that you are able to undertake the duties that are required for this role
Full Driving License
	
	Application / Interview



Maintenance and Contracts Overview
1. Introduction
Maintenance and Contracts (M&C) provide a wide range of asset management services across the Councils housing stock. Repairs, maintenance and improvements are the most frequently used landlord service and the most important individual determinant of overall tenant satisfaction. It is therefore imperative that the best possible service is delivered at all times. 
In aiming to be an excellent Landlord, M&C delivers services promptly, satisfactorily completing jobs on the first visit, to a high standard and having a good understanding of customer needs through a tenant led focus. The service measures performance across a range of metrics covering quality, value for money and customer satisfaction.
2. Scope of Service
M&C operations deliver the following services:

Strategic Asset Maintenance 

The Principal Surveyor provides the Council with strategic asset management advice and proposals for capital investment. The Asset Management Strategy is developed by the Principal Surveyor who has responsibility for the asset database and stock condition data.

Surveying Services 

The Principal Surveyor leads the Surveying Services Team, who produce project feasibility studies, technical drawings, specifications and project manage works on site. The team manage a wide range of projects and deliver works via both in-house teams and external contractors. Formally reported housing defects are investigated and if necessary remedial action specified. 

In addition to developing annual improvement programmes the Surveying Services Team manage the following specialisms:
· Gas servicing, maintenance and repairs is managed by the Gas Surveyor. Works are currently delivered via a long-term partnership with a specialist gas maintenance company. Tenants book maintenance visits directly with the contractor, who operates their own telephone contact centre. The service covers both domestic and communal heating systems.
· Emergency lighting repairs, routine maintenance and inspection of emergency lighting in sheltered housing schemes and communal areas. 
· Repairs and Maintenance to communal Television systems.
· Lightning Protection system repairs, testing and maintenance to Sheltered Schemes
· Repairs and maintenance of stair lifts.

Disabled Adaptations 

Requests from Occupational Therapists for adaptions to properties are referred to the Principal Surveyor. The Principal Surveyor will ensure drawings and specifications are compliant with Building Regulations and any necessary planning consents. The installation of the adaptations is delivered by a specialist in-house team.
Planned Maintenance Programmes
Currently re-roofing, window and door replacements, kitchen and bathroom upgrades, external redecoration and electrical rewires are undertaken via the annual planned maintenance programme. The Principal Contracts Manager is responsible for the development of the annual programme and its delivery. The Principal Surveyor and the Principal Contracts Manager will define the annual programme interrogating data from the asset database. Planned maintenance budgets are set annually as part of the Councils finance process. Final approval for funding rests with elected members.   
Responsive Repairs and Maintenance

The Principal Contracts Manager is responsible for reactive repairs across the Council’s housing stock. The works are primarily delivered by an in-house workforce supplemented by specialist sub-contractors. Repairs requests are processed by the Business Support Team and Customer Contact Centre. 
Void Property Improvements

The Principal Contracts Manager is responsible for void property improvements. The work is delivered to the Ipswich Standard, a specification agreed by tenants and elected members.  The works are primarily delivered by an in-house workforce supplemented by specialist sub-contractors. Properties becoming void are notified by the Business Support Team, close liaison with the Housing Management Team ensure properties are empty for the minimum duration.

Caretaking Service 
The maintenance and cleaning of communal areas is undertaken by the Caretaking Team. Scheduled visits carrying out routine tasks ensure shared areas are safe, clean and well maintained. The Caretaking Team also complete projects to improve open spaces. 

Stores and Woodworking Mill 
M&C operate a material stores which provides materials, plant, equipment, clothing and personal protective equipment to support front line services. The internal “hire” and maintenance of mechanical plant and access equipment is provided from the stores. The woodworking mill includes a timber preservative treatment plant and produces bespoke joinery and timber products. 

Customer Liaison

Customer feedback is an important indicator of the quality of services delivered by M&C. The Customer Liaison Officers (CLO’s) work proactively in communicating with tenants on forthcoming programmes of work and in minimising disruption to tenants. CLO’s also seek feedback via a satisfaction survey, after completion of improvement works on occupied properties. The findings of the feedback is shared with the M&C Management Team. CLO’s also respond to complaints and compliments from tenants affected by any area of M&C operations. 
[image: image3.jpg]LA
IPSWICH

BOROUGH COUNCIL




�








 Grafton House


 15-17 Russell Road


 Ipswich Suffolk


 IP1 2DE


 


 � HYPERLINK "http://www.ipswich.gov.uk" �www.ipswich.gov.uk� 

















