


[image: Ochil View Logo]
JOB DESCRIPTION 

	POST:	
	Property Services Officer (Reactive/Voids) TEMPORARY 
(Fixed Term Contract 6 months with possible extension)


	SALARY SCALE:	
	EVH Grade 7 (PA 22 – 25 £42,707 to £46,895 per annum)

Car Allowance (£1,795 per annum)


	ACCOUNTABLE TO (AND LINE MANAGED BY):
	Director of Property Services


	LINE MANAGEMENT RESPONSIBILITY FOR:
	1 staff member from the following :-
1 Assistant Property Services Officer, 2 Property Services Assistants

	DEPARTMENT:
	Property Services


	PURPOSE OF THE POST:	

	· Responsible for delivery of a generic property management service with responsibility for a range of Property Management Services within a defined area of operation and assist with other areas as required;
· To deliver an effective reactive and void maintenance service to the Association’s tenants, sharing owners and owners of factored property;
· To contribute to achieving the targets and performance measures set for the Association, the Property Services department and the post;
· To contribute to establishing, operating and reviewing the policies and procedures of the Association that are relevant to the delivery of Property Services, particularly customer services, repairs and void management;
· To promote resident participation and community involvement.



For the knowledge, education, qualifications and experience required for this post please refer to the attached Person Specification


1.0 PARTICULAR DUTIES AND RESPONSIBILITIES

1.1 Provision of a Quality Service
· Responsible for the provision of an excellent customer service to tenants, former tenants, sharing and factored owners, or others who receive services from Ochil View;
· Promote good customer relationships and encourage customer feedback in all aspects of the service.

1.2 [bookmark: _Hlk157086389]General

· Provide advice and guidance to the Assistant Property Services Officer and Repairs Assistants in relation to points of uncertainty, including enquiries about Factoring, Insurance claims, recharges and repairs;
· [bookmark: _Hlk157088780]Be responsible for 121 meetings, annual appraisals, and performance management, including investigation and disciplinary processes, where required, for the Assistant Property Services Officer (Reactive/Voids) and Property Services Assistants (Repairs).

1.3 Repairs Duties

· Procurement of the Associations reactive maintenance contracts at expiry of contract or as the need arises;
· Undertake the day-to-day management of the Associations reactive maintenance contracts including processing damp and mould cases within legislated timeframes;
· Co-ordinate audits of repairs transactions in line with the Associations statutory requirements and all policies and procedures.
· Co-ordinate and chair monthly reactive contractor performance meetings (and any smaller ad hoc insurance and repair contracts) including preparation and circulation of performance reports, agendas, minutes and any other relevant information;
· Prepare monthly statistical and performance reports on reactive repairs and voids, including damp and mould, and the achievement of performance objectives, utilising Homemaster reports and procedure notes;
· Manage and monitor void repairs and performance by contractors ensuring we achieve rapid return of property for re-let;
· Inspect and advise Property and Housing Services staff and / or contractors on complex repair requests prior to issue of work order;
· Inspect and report on standard of work undertaken by contractor; including issue of any recall works as required;
· Liaise with external agencies as required e.g. Police, Social Work, Leaseholders. Attend lease review meetings if required for repairs / void related matters.
· Monitor and manage contractors through regular inspection and reports from tenants, staff or other service users, ensuring contractors are complying with all relevant procedures. First point of contact for contractors requiring authorisation or guidance;
· In line with the Association’s strategy, deliver Community Benefits / Initiatives through working with contractors, suppliers or other groups to obtain and progress all opportunities. Liaise with the Tenant Engagement & Communications Officer to take these to completion.
· For repairs on compliance items, ensure compliance paperwork is received and checked, remedials are ordered and records processed both on to Homemaster and to Compliance records system.


1.4 [bookmark: _Hlk157086491]Void Maintenance

· Inspect ‘high-level’ void properties, identify and issue repairs required to bring property to the Association’s "lettable" standard;
· Ensure pre and post void inspections are carried out timeously to minimise void rental loss and to meet legislated damp and mould timescales;
· Carry out pre-termination inspections with Housing Services staff. Identify rechargeable repairs and assess condition of property for redecoration allowance if required.
· Complete a post inspection on the return of all voids from the contractor including reporting on and issuing of any sub-standard repairs and subsequent re-inspection as required (e.g. recall work);
· Ensure compliance paperwork is received and checked before void is let, remedials are ordered and records processed on to both Homemaster and to Compliance records system.
· Liaise with Housing Services staff on all aspects of void property maintenance to ensure properties are returned ready for let timeously.

1.5 [bookmark: _Hlk157089210]Complaints

· Monitor complaints records from the Assistant Property Services Officer (Reactive/Voids) and Property Services Assistants (Repairs) and ensure these are dealt with appropriately and in line with the Complaints Handling Procedures and Homemaster updated;
· Prepare Stage 2 Complaint responses for approval by the Director of Property Services.
· Administer complaints in line with the Association’s Complaints Handling Procedure.

1.6 Insurance Claims

· Co-ordinate insurance claims made against the Association relevant to your area of operation;
· Collate necessary job information surrounding claim and pass to Finance Department for communication with Association’s insurance providers;
· On receipt of invoice forward details immediately to Finance staff;
· Keep computerised records updated throughout process;
· Liaise with other relevant staff on insurance claims.

1.7 Alterations and Improvements

· Monitor timescales for permission requests and ensure these are carried out timeously and in line with the Association’s Policies and Procedures;
· Regularly review permissions and ensure they are granted or refused in accordance with the Association’s Policy;
· Provide guidance to the Assistant Property Services Officer (Reactive/Voids) where clarification or authorisation is required.

1.8 Recharges

· Identification and issuing of rechargeable repairs;
· Answering queries on rechargeable repairs from tenants, former tenants, factored owners, sharing owners or other relevant staff. 

1.9 Invoicing

· [bookmark: _Hlk157089183][bookmark: _Hlk157086648]Ensuring that invoices are processed timeously and in line with the Association’s Financial procedures;
· Checking invoices and processing post inspections for all works over £1000 in accordance with the Association’s procedure. Querying invoices with contractors where mistakes are made or when invoice appears to be too high.

1.10 Tenant Engagement & Communication

· Promote tenant engagement on an individual and group basis;
· Attend meetings of engagement groups and take any relevant actions from issues raised;
· Assist the Tenant Engagement & Communication Officer to form any new groups and following the handover of any new developments.
· Attend meetings with owners and sharing owners if requested and take any relevant action from issues raised.
· Provide articles for the tenant newsletter and attend production meetings on a rotational basis. 
· Effectively use IT systems for tenant engagement and communication i.e. My Home and CX-Feedback.
· Promote the Associations tenant portal My Home and offer assistance to tenants when required to utilise the system to its full potential.

1.11 Other Duties

As required by the Director of Property Services or by the Chief Executive:

· Provide statistical information and analysis for the production of monthly / quarterly performance reports
· Highlight any training or development needs identified by the Assistant Property Services Officer (Reactive/Voids) and Property Services Assistants (Repairs) to the Director of Property Services;
· Valid license to drive and vehicle insured for business purposes;
· Attend evening meetings as required;
· Attend any training courses/seminars as required by the Director of Property Services Manager or Chief Executive;
· To keep up to date with legislation, "good practice" and new developments relevant to the Department;
· Carry out any other tasks as reasonably required;
· Uphold the Association's Equality and Human Rights Policy and Investors in People status.



November 2026

Signed …………………………………………… (Employee)		Date …………………

Signed ……………………………………………. (Line Manager)	Date …………………

Signed …………………………………………… (Head of Service)	Date …………………
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