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Job description
Designation:

Assistant Property Manager - Gas
Grade:





Responsible to:
Property Manager – Gas
Directly Responsible for: 
Operatives


Apprentices

Job Reference:
1761
Date:
     January 2022
Purpose
To drive a culture of continuous improvement to challenge standard business processes in line with the Business Plan.  
To work closely with Property Managers to understand and deliver the highest standard of performance and to lead by example to create a culture of responsibility. 

Ensure the highest standard of customer excellence by taking responsibility for team performance by implementing and embedding new working practices that enhance the customer experience. Bring an overarching commercial awareness to all business activities.

Main duties
· Assist the Property Manager - Gas to develop a high performing team that meets and exceeds the business objectives with a ‘can do’ mentality to deliver refurbished empty homes to the pre agreed standard
· Report to Property Manager that performance measures and objectives for all operatives, set by Property Managers are met and motivate people to achieve agreed targets.
· Meets and exceed agreed customer satisfaction level / benchmark and provides continual support for the overall customer experience.
· Assist Property Manager with day-to-day supervision of team performance including regular site visits to ensure team productivity / profitability against commercial targets and regular update provided to PM.
· Report to Property Manager real & potential risks to team outputs 
· Coordinate accurate surveys, pre/post inspections order materials and arrange delivery to site.
· Work closely with the Property Manager to ensure compliance to current regulations and legislation 

· Ensure compliance data is updated in a timely manner
· Day to Day coaching, mentoring and developing apprentices.
· Ensure that our customers are at the heart of everything we do.

· To read, understand and demonstrate a commitment to the Group’s Employee code of conduct
· To understand and mitigate the Groups existing and future risks.

· Expected to ensure compliance with all legal obligations concerning the protection of data concerning employees, customers and third parties.

· To take responsibility for your own health and safety and that of your colleagues in accordance with the Health and Safety at Work Act (1974), whilst following the Group’s Health and Safety policies and procedures at all times. 

· To work in a variety of locations including premises not directly under the control of the Group

· Some flexibility over working hours is necessary to meet the requirements of the job.

Key Measures of Success

· To help to manage all the resources provided for all contract areas in order to ensure an effective and efficient service, and to plan, and schedule works so that they are carried out:

(i)   Completion of agreed numbers of properties per week 
(ii)   Meet customer satisfaction levels for business 
(iii) All administration in date
· Assist the Property manager to deliver contracts to budgeted turnover and margins. 
· Work with the Property Manager to continually review of team productivity ensuring targets are achieved. 

· Works to be completed ‘Right First Time’, defect works against original survey to be kept within a 5% tolerance level.

· All key performance indicators to be achieved or exceeded in line with contract measures.
This job description is a representative document. All duties outlined in this document apply to the Group. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.
Person specification

Role: Assistant Property Manager - Gas



Reference number: 1761
	
	Essential
	Desirable

	Education and Qualifications

	Gas Safe Registered ACS, CCN1, WAT1, HTR1, CKR1, CEN 1
	X
	

	Must have full driving license
	X
	

	Team supervision qualification relevant to role or equivalent experience
	         X

	

	Site Supervisor Safety Training Scheme (SSSTS)
	
	X

	First aid qualification
	
	X

	Evidence of continuing professional development
	
	X

	Experience

	Significant demonstrable experience in gas maintenance position in a responsive repairs and or/building maintenance or similar organisation. 

	X

	

	Experience of supporting, coaching and developing a team to achieve a positive work culture
	
	X


	Experience of auditing performance and quality of team members
	X
	

	Successful management and control of budgets
	
	X

	Experience of carrying out a range of inspections including surveys to deliver different work elements being delivered


	X
	

	Skills, knowledge and ability

	Proven track record of contract management and commercial success of turnover and gross margin targets delivered for repairs, voids, planned works or facilities management work streams.
	
	X

	Interpersonal skills to develop strong working relationships with your team
	X
	

	Ability to undertake pre & post inspection visits on works ordered for all contracts.
	X
	

	Ability to identify and make improvements in the performance of the service delivered by the team
	X
	

	Communication skills, both written and verbal for internal and external relationship management
	X
	

	An understanding of practical Health & Safety supervision delivering accident-free environments
	X
	

	Commitment to ensuring equality for all and encouraging diversity in what the business delivers
	X
	

	Personal characteristics

	Ability to work on own initiative as well as part of a team
	X
	

	Able to demonstrate a team ethic with a desire to develop people to continually improve with an open and fair approach
	X
	

	Able to demonstrate organisation and planning skills and be able to deliver to agreed target dates
	X
	

	Flexible approach to hours worked
	X
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