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JOB DESCRIPTION

	Post Title: Repairs Planner

	Department: Assets
	Post No: 

	Division/Section: R&M
	Post Grade: 

	Location: Agile working home and office
	Post Hours: 37

	Special Conditions of Service: Be flexible to suit the needs of the business operation

	Purpose and Objectives of Post: To schedule works orders in-line with repairs priorities ensuring agreed targets are met through effective work distribution and scheduling, taking corrective, timely action where necessary when rearranging appointments. 
To raise works orders and allocate jobs to operatives, sub-contractors and partners, ensuring good performance is maintained at all times.
Monitoring changes to the workload and available resources in real time to identify and implement effective action to ensure work is completed on time.

	Accountable to: Head of R&M

	Immediately Responsible to: Planning and Customer Care Manager

	Immediately Responsible for: N/A

	Relationships: (Internal and External)
Bury Departments. 
Elected members
Contractors
Sub-contractors 
Suppliers 
Bury Stores
Stakeholders

	Control of Resources: 
Ordering of materials including special orders.
Arranging delivery or collection of materials by operatives.
Ordering of works with contractors and sub contractors.

	Duties/Responsibilities: 

· Schedule and allocate all responsive and planned repairs work.

· To provide advice & support to Customer Contact Centre Advisors, tenants and other service users regarding diagnosis of repairs, which contractor to use, utilising operative availability in diaries and correct time allocation.

· To work with Bury stores and other third party suppliers to ensure that materials are ordered according to the correct process, and chasing the arrival dates. 

· Contacting customers to book in the repair appointment once parts are in stock and managing customer expectations.

· To assist in the investigation of complaints and Cllr enquiries and identify areas for service improvement.

· Will be required to participate in a rota for shift duties to ensure the service is provided between the  of hours 8am – 5pm, required by Bury Council for tenants.

	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
· As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
· To co-ordinate and plan all repairs relevant to: Responsive repairs, planned repairs, disrepair, damp and mould, voids, caretaking, compliance and contractors work, in line with the organisations procedures ensuring that inspections and repairs are carried out within agreed timescales.
· Manage the planning systems to ensure high operative productivity which contributes to all  KPI objectives.  

· Ensure operative diaries are managed and work is tracked throughout the day. 

· Keep in touch with operatives to ensure they are attending jobs within the specified appointment slot and to extend appointments to allow work to be completed right first time.

· Raise works orders as and when required, ensuring reasonable adjustments, H&S information such as asbestos data and access arrangements are provided to relevant parties including Bury Council staff and sub-contractors and ensuring records are easily accessible.

· Ensure core daily tasks are completed to ensure systems run smoothly and repairs to all contracts progress within timescales and procedures are adhered to. Partake in the management of shared inboxes/housekeeping duties, and to support managers by providing live data for management of operatives.
· To include daily, weekly and monthly checks that will support the closing down of completed works in a timely manner. Including running trades reports to ensure system data cleansing tasks are completed weekly.
· To include proactively progressing repairs to ensure that the relevant KPIs can be reported accurately such as average time to complete repairs, number of jobs out of time and percentage of repairs completed in time.

· Deal quickly and effectively with queries and concerns associated with repairs, via email or over the phone to ensure workflows are not delayed. This will include dealing with third party suppliers of goods & services, tenants, Bury Council staff, partners and sub-contractors.

· Ensure effective use of appropriate ICT systems including the repair scheduling software, and other available ICT systems to maximise use of available resources. To support repairs planning manager and ICT to test any system upgrades/ implement changes to improve data or to help drive the service forward in an effective and efficient manner.

· Provide information to assist repairs managers with employee absence (annual leave, sickness etc), ensuring adequate staffing levels are maintained at all times.

· Provide information to assist in the monitoring of performance of teams and individuals suggesting any appropriate corrective action deemed necessary to appropriate colleagues.
· To provide information to repairs managers in relation to



	· To liaise with the sub-contractors regarding completion of works ensuring systems data is up to date and accurate.

· Monitoring the tracking system when required to ensure safety of staff & to assist with the need to maintain good levels of productivity and safety.

· Raising any follow-on works created by operatives and to ensure the appointment is scheduled within the given target date.

· Raise and prioritise repairs passed from the out of hours service. Support Call-Out Supervisors with any information regarding repairs passed back from day to day including any special arrangements or reasonable adjustments.

· Be responsible for communicating with all relevant staff regarding operative safeguarding requirements such as ‘do not visit alone’ or ‘attend in pairs’.

· Ensure ‘no accessed’ jobs are managed and the no access procedure is followed. 

· Support the Disrepair Manager with provision of evidence regarding disrepair claims.

· Support the disrepair process by ensuring work is scheduled and planned within the required timescales in disrepair legislation.


	

	

	

	

	

	

	

	

	

	

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR CORPORATE CORE
Repairs Planners

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Previous experience of scheduling works for trades operatives
	*
	

	Knowledge of ICT systems relevant to Planning (e.g., QL, DRS, 1st Touch & Infosuite) sufficient to oversee performance, operational efficiency and recommend improvements.
	*
	

	Experience of Microsoft suite of software
	*
	

	Experience of working in a social housing repair and maintenance environment.
	*
	

	Assessing and monitoring planning resources, identifying improvements, and securing efficiencies
	*
	

	Knowledge of health, safety and wellbeing relating to employment and experience of managing risks for groups and individuals.
	*
	

	Understanding and ability to work in a commercial environment.  
	*
	

	
	
	




CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA
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