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	Job Title
	Service Manager
	Directorate
	Housing & Communities 

	
	
	
	

	Post Number
	PL43
	Division
	Housing Maintenance 

	
	
	
	

	Grade
	12 
	Salary
	£48,747-£51,515
	Section
	Commercial

	
	
	
	



	Reports To
	Head of Housing Maintenance



	Purpose of the Job

	

	To develop and manage a wide range of complex construction, procurement, financial management and business support teams and contractors, to ensure frontline services are delivered to the highest standards, while delivering value for money and meeting internal and external customers needs.





	Specific Accountabilities

	

	1. To undertake the long-term financial planning and development of maintenance services and support systems that ensure the effective asset management of the Council’s housing stock and built assets.

2. Support the Head of Service to seek out opportunities to improve service efficiency and growth areas to ensure long term sustainability.

3. To manage a range of critical business support functions, including Quantity Surveying, cost management, procurement, Quality Assurance, facilities management and health & safety systems.

4. To manage the operational delivery of large multi-disciplined teams and contractors, employing a wide variety of resources and large project budgets.

5. Contribute to the development of annual service plans, setting service level objectives, managing individual and team performance, ensuring continuous service improvement and maintaining high levels of customer satisfaction.

6. To ensure the Council fulfils its statutory and service duties to maintain its buildings and sites safely and effectively; ensuring statutory and periodic maintenance regimes are implemented and maintained in accordance with Legislation and Approved Codes of Practice.

7. To design, adapt and deliver a wide range of varied and complex services across the team’s portfolio; including maintaining continuous professional development across many portfolios to enable the Head of Service to reassign Service Managers to different portfolios and teams at short notice.

8. To prepare and deliver regular training to team members on sector developments, leadership and coaching skills, technical updates, re-engineered processes and service improvements.

9. To manage, maintain and review the strategic repairs and improvement partnerships with internal and external services ensuring they deliver to the highest standards.

10. To manage very large budgets and the delivery of capital and revenue work programmes in relation to the built environment and property requirements for the Council, incorporating processes for informing, preparing, monitoring and commissioning services

11. To manage large diverse teams of technical and professional staff to ensure the services are delivered efficiently and effectively and that all financial accounts are managed in accordance with industry standards and the Housing Grants, Construction and Regeneration Act.

12. To represent the Council at relevant external and professional trade bodies, committees and projects as required.

13. To design, adapt and deliver a wide range of projects of varying complexity, including individual revenue and capital projects, to large scale programmes and whole scale service change programmes.

14. To develop service plans which contribute to the delivery of the Council’s corporate objectives and the Council Plan.

15. To ensure continuous development of the Housing Maintenance Team’s service for the Council’s sites and assets including housing and estates, Ensuring the provision of effective and efficient services and the review, management, delivery of policies and procedures for large teams across a diverse portfolio of sites and responsibilities.

16. To ensure the Council fulfils its statutory requirements to comply with a wide range of Health, Safety and Welfare legislation, including the Construction (Design and Management) Regulations 2015 for any construction works.

17. Support the Head of Service with developing new traded services opportunities for the service and wider Council, that promotes the Dudley Council brand, generates income for the Council and maintains community cohesion.

18. To develop, implement and audit ISO, or equivalent, quality management systems across the Division, including Environmental Management, Health & Safety and Business Continuity.

19. To manage the expectations of new and existing customers; building and maintaining relationships including engaging and negotiating as appropriate; ensuring project progress is communicated and that problems are addressed in a timely and professional manner.

20. To procure suppliers in accordance with EU Procurement Legislation and the Councils Standing Orders and Financial Regulations and ensure contractors and suppliers are effectively and efficiently deployed, service teams are adequately resourced and a positive Health & Safety culture exists at all levels

21. To undertake consultation and complex negotiations with strategic external organisations such as other public bodies, joint venture partners, consultants, central and local government bodies, trade unions, inspectors and private sector companies.

22. Where required by the Head of Service attend Council meetings, local resident groups and meetings with Elected Members and Community Forums.

23. Prepare robust financial and performance management reports to ensure the effective management and continuous development of the service

24. Investigate and respond to complaints in relation to Council services, which may include representation to the Ombudsman Service and develop action/learning outcomes to inform future service planning and development.

25. Conducting such other work as may be assigned by the Head of Service as necessary.





	Key Accountabilities

	

	· To be accountable for and promote equal opportunity, diversity and community cohesion to meet Council, Directorate and Service objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported.

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner.

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Directorate.

· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Directorate aims and management style.

· To comply with the council’s financial regulation and standing orders

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this role and setting.

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions. 
· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use



	
	

	Special Conditions
	This post is subject to the DBS checking process 
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old)  

	
	

	Car Allowance
	Mileage

	
	

	Prepared By
	Ian Gardner 

	
	

	Date 
	October 2016
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