

THE PIONEER GROUP

Castle Vale Community Housing 
Job Description
CV Estates Team Leader
	Team/Department 


	CV Estates Team, Housing and Customer Services Directorate

	Responsible to


	Community Manager

	Responsible for

	CV Estates – Senior Caretaker
CV Estates – Assistant Caretaker


	Job purpose 


	To ensure all estate based services to include caretaking, cleaning and grounds maintenance are provided in an efficient, effective and VFM manner so that Castle Vale and CVCH schemes are kept clean, tidy and free from hazards at all times, helping ensure Castle Vale remains an attractive place where people want to live and work.
To ensure the effective management and monitoring of all estate based contracts to include cleaning & grounds maintenance which is to be managed both financially and other through the performance management framework and that any poor performance or poor standards are dealt with efficiently.


	Working environment 


	Community and office based


KEY TASKS AND OUTCOMES
1. Customer focus 
Deal with customer enquiries face to face, liaises with outside agencies and other CVCH colleagues ensuring a customer orientated approach to service delivery.
Provides procedural and safety advice and guidance to customers with regard to all aspects of the estate service.

Understands and responds to the needs of people from diverse social/cultural/ racial backgrounds.

Ensures that the front line estate service is delivered efficiently and effectively in line with agreed standards and organisational service offer.

Management and deployment of CV Estates in response to the needs of the whole community.
Examples of task specific to this job: -

· To be responsive to tenants needs and enquiries and offer appropriate advice and assistance

· Manage stock levels, order goods and materials as and when required, and ensure safe storage
· Report and undertake minor repairs, address environmental issues, housing related matters and reporting concerns regards tenancy breaches, safeguarding and environmental hazards to colleagues and  appropriate agencies and authorities

1. Administration, IT & Data Management

Create, monitor and maintain computer and manual records relating to Health & Safety, COSHH requirements and team performance – e.g.: spreadsheets (referral tracking), inspection performance records; to include external contracts, e.g.: cleaner performance records, memos etc.

Manage an effective key management system and monitor the signing out of keys to internal staff and authorised persons.
Co-ordinates CV Estates administrative support services to colleagues across teams for example community team, customer 1st team, assets team and Compass Support.

Undertakes research to obtain best value from suppliers.

Produces reports on performance on a monthly, quarterly, and annual basis, or as requested, for management evaluation.
2. Working with others

Attend team meetings and team briefings as required.
Works within own team and various groups as follows:
· Residents groups

· External contractors

· Internal teams

· Birmingham City Council

Organise regular meetings/debriefing with contract supervisors from landscaping, cleaning, BCC contractors and others with regard to performance monitoring and initiation of joint projects and/or work.
Works closely with Community Manger and Customer 1st Manager to understand demand from customers. 

Work closely with the Senior Neighbourhood Officer to develop and maintain a service level agreement for the older persons designated scheme requirements of estate services.

Works closely with the community housing team to deal with and resolve environmental issues and tenancy breaches.
3. Delivering and managing Services
To develop and manage the CV Estates and its resources. Oversee and carry out regular patrols of all parts of the estate, noting repairs and damage to communal areas and accumulated rubbish. Other examples of this are:

Service all accumulating refuse around all parts of the estate as required, including front gardens and communal areas.

Supervise and monitor staff ensuring they:

· Report and carry out repairs and planned preventative maintenance

· Replace meter cupboard doors

· Be familiar with electrical/gas installation within the estate in case of emergency

· Carry out weekly block servicing

· Undertake weekly and monthly H&S checks

· Utilise the mobile working application 
Oversee the delivery of the landscaping and cleaning contracts ensuring service specification and standards are met and performance is regularly monitored and reported. Assist the Community Manager in the procurement of such contracts.

Ensure the service delivers best possible VfM in delivery of service chargeable services and seek every opportunity to improve VfM for tenants and residents. Other tasks specific to role are:

· Safe storage of items of fly tipping and arrangements for its removal

· Remove graffiti and any noxious material from communal areas

· Clean bodily fluids, including excrement, remove needles in accordance with H&S procedure

· Apply anti-climb paint to external communal areas on an ad-hoc basis

· Check communal lighting and change defective bulbs or starters

· Alter time clocks as necessary

· Administer and manage the appropriate levels of keys and fobs for communal buildings

· Monitor security of void properties and report any unauthorised vacations or occupations

· Liaise with community coordinators  in monitoring service contractors and ensure services are carried out according to specifications

· Provide advice and information to new tenants of issues relating to their home, such as use of heating systems, location of stop tap, refuse collection day

To create planned and reactive work plans for estate based services, working closely with key partners and contractors.

4. Developing Services

Seek out opportunities to develop commercial services e.g. bulk refuse collection, scrap metal.
Carry out research to update existing services and best legal practice whilst working towards continual improvement of service area.

Leads on the implementation and development of mobile working for estate based services.
Identifies opportunities for growth, generating income for the team.

Identifies opportunities to improve services and adopts lean principles.  
Organise regular meetings/debriefing with contract supervisors from BCC and internal colleagues who pull on the service.

Assist on the development of opportunities to improve and develop services, through policy reviews and service improvement planning and support any business transformation activity to implement smarter working practices.

Assist Community Manager in preparing annual planning process to successfully deliver service improvement plans and departmental and business until plans. 
5. Managing and Developing Self

Proactive in managing own workload, setting and delivering against priorities ensuring targets and deadlines are met.

Actively participates in regular one-to-one supervision with line manager and in CVCH Performance Review scheme.

Undertakes learning and development activities to support personal and professional development as agreed in Personal Development Plan

Takes personal responsibility to attend training and networking events to support successful delivery of job purpose.

6. Staff and Performance Management 

To lead on the recruitment, training and development of direct reports.

Ensure that regular 1:1’s, team meetings and coaching is delivered for all teams and direct reports. 

To be responsible for the performance of the Estates Team and hold direct reports accountable for performance against targets, objectives and competencies. Proactively challenging poor performance. Proactively manage attendance and promote Group wellbeing initiatives and competencies.
Ensures that performance data, performance monitoring and trend information is collected and reported as required including preparing regular reports on performance for the Community Manager, senior management team and Boards.

Promotes a culture of openness, customer focus, participation, good performance and accountability in the team ensuring staff share a common sense of purpose and are encouraged to use their initiative to the benefit of customers. Works in line and consistent with the Group’s behaviour and values (culture) and promotes a coaching culture.  

Examples of performance management would include:

· Ensuring the CRM system is kept up to date

· Monitoring and supporting the collection of satisfaction and equality data across service areas

· Reporting on delivery of service development such as Service Improvement Plans, Business Unit Plans and related projects
· Monitoring individual officer performance against set targets

· Ensuring all teams actions on Cascade (HR database) are up to date

· Using CCSM insight and intelligence to adapt the service

· Responding to Councillor, MP enquiries and complaints
Implements CVCH Human Resources policies and procedures. Working with HR to successfully deliver job purpose.
Plans and allocates resources effectively to ensure continuity of service performance.
6. Business Intelligence

Working with colleagues to use customer insight to spot emerging trends and risks that could impact on resident’s enjoyment living in Castle Vale.

Work pro-actively with peer colleagues to drive VfM initiatives and contribute to the return on assets.

7. Maintenance of Property and Equipment
Responsible for the safe use, storage and maintenance of equipment associated with service.

Manages safe storage of:

· Flammable, toxic, caustic, harmful, bio-hazardous materials.

· Safety/PPE equipment 

· Stock/tools to complete repairs

· CV Estates vehicles and machinery
· Any other equipment required for carrying out duties and deployment of staff
8.
Financial Management and Control
Works with Community Manger to set and effectively manage service area budgets, proactively monitoring and providing commentary on and management of cost centres.

Work with finance to be proactive in profiling budgets and take ownership of your costs centres to spot trends, identify VfM cost comparison and understand return on investment.

Responsible for the processing of all invoices relating to own area of work.

Quarterly reporting on financial control, budget and performance.
9. Legal and regulatory compliance

Works within CVCH policies and procedures, the law and best practice relevant to role.

Ensure compliance for competency training relevant to machinery/work duties, weed chemical application, COSHH, Risk Assessments and Health & Safety, including disposal of items covered by WEEE.

10. Health and Safety
To work in accordance with Health & Safety Policy including reporting and recording of any near misses or accidents.
To take all necessary action to ensure Health & Safety risk assessments and Adult Safeguarding responsibilities are discharged in respect of statutory regulations and The Pioneer Group policies and procedures

To research current and future direction of law pertinent to work area, equipment and chemical use.

To attend and participate in the Health and Safety Steering Group, taking responsibility for CV Estate actions.

Bring health and safety to life and keep the team refreshed on good practice – undertake tool box talks and arrange training as required.

All CVCH employees have a responsibility to:

Take reasonable care for their own Health and Safety and that of other persons who may be affected by their acts or omissions, including members of the public, visitors and contractors.
Cooperate with CVCH and its managers to enable compliance with statutory duties and objectives and targets.

11.   Other
Work flexibly and to work after normal office hours if needed such as occasional evening and weekend work.
Any other duties commensurate with the grade.
To undertake any other reasonable duties as required by The Pioneer Group.
Person Specification

CV Estates Team Leader
How do you meet our requirements?
Below you will find the skills, abilities, experience and competencies needed to do the job you are applying for. On your Application Form explain how you meet these requirements. 
Only write about the categories that are being assessed on the Application Form.
	Relevant Job Competencies
	How this is assessed

	Core Pioneer Group:

Customer Focus 

This competency is about putting customers and communities at the heart of the business and being eager to provide excellent service.  It is about working to meet and exceed customer needs and look after their interests, whether those customers are internal or external customers 
Taking Ownership 

This competency is about demonstrating readiness to take responsibility for making decisions, seizing the initiative and taking action to benefit the business
Teamwork and Collaboration 

This is about being a “team player”.  It is the desire to work co-operatively with others in teams and to consciously build and maintain business relationships/ networks based on trust both within and external to Pioneer Group.


	Application Form

Interview

Assessment
Probation
Performance Review

	Additional KEY Level 2 Competencies

	1.
	Analysis and Decision Making 

This is about making systematic and rational judgements based on relevant information and identifying cause and effect relationships to resolve issues and solve problems.  At the most developed level, it is about making judgements even when all information is not available.
	Application Form

Interview

Assessment
Probation

Performance Review

	2.
	Getting things Done 

This is about setting clear, realistic and challenging goals and objectives for yourself and others, then focusing your energy into striving to achieve them within agreed deadlines.
	Application Form

Interview

Assessment
Probation

Performance Review

	3.
	Business Excellence/Innovation 

Identifies, initiates, and genuinely champions opportunities for improvement or innovation within own area and across the business, which will positively impact the perceptions of value and high performance.
	Application Form

Interview

Assessment
Probation

Performance Review

	4.
	Relating to Others 

This is about the desire to seek to understand and to show respect for people, ideas and perspectives that differ from own.  It is observing and interpreting the words, behaviours and actions of others to understand their needs feelings and concerns. 
	Application Form

Interview

Assessment
Probation

Performance Review

	5.
	Resilience

This is about remaining calm and bounce back after setbacks. Being tough and robust in the face of challenges to deliver your own and the business objectives.
	Application Form

Interview

Assessment
Probation

Performance Review


	Skills, abilities and experience

	Essential Criteria  You must have the following
	How this is assessed

	1.
	Experience

· Dealing with the public in a customer service environment

· Experience of supervising and developing staff 

· Thorough knowledge  and understanding of health and safety requirements including risk assessments and regulatory compliance particularly relating to COSHH

· Must have sufficient experience of basic estate management and repairs maintenance to identify which jobs can be reasonably undertaken by own team and which should be referred to other staff
· Experience of monitoring contract management and performance


	Application Form

Interview

Assessment



	2.
	Skills and abilities

· Ability to deal with conflict and negotiate a satisfactory outcome with internal and external customers 

· Willingness to undertake relevant training to achieve a PA1 & PA6 weed spraying qualification

	Application Form

Interview

Assessment

	3.
	Knowledge

· Must have sound knowledge of estate management issues 

· Thorough knowledge of the theory and application of Health and Safety, 

· application and compliance of COSHH regulation 

· Weed spraying processes

· Vehicle fleet management and mechanical machinery  
· Full driving licence/C1 Category 


	Application Form

Interview

Assessment

	5.
	Other 

· Be physically fit and able to lift items of furniture and equipment

· Must be able to demonstrate an understanding and commitment to equal opportunities across all fields, e.g. employment, Equality and Diversity and service delivery
· Must be able to work as part of a team
· Must be able to attend evening meetings, undertake occasional weekend Working

	Application form

Interview

	Desirable

	1.


	Qualifications

· NVQ L3 Certificate in Management (or equivalent)
	Application Form

Qualification Certificates



	2.
	Knowledge

· Knowledge of weed spraying processes and legislation
· Locksmith knowledge 
· Able to use Microsoft office products and in particular Excel; ability to use range of housing systems e.g. CRM, Orchard


	Application Form
Interview
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