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ROLE PROFILE
	Job: Site Supervisor
	Reports to: Regional Facilities Manager 
	Tier: 7B



	Job Purpose: 

To help maintain efficient, effective and professional Community Centre services to all Users, both internal and external, of the Community Centre. 


	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Results focus

· Problem Solving & Decision Making

· Building relationships

· Innovation

· Future focus


	Key Responsibilities:
Carry out a daily visual inspection of the community centre , dealing with and/or reporting any issues identified

Carry out the monthly compliance check, recording on Orchard and within Documotive and dealing with and/or reporting any issues identified

To carry out minor repairs and maintenance, reporting those outside of scope to Your Response
To carry out cleaning, including windows, floors and gutter / drain clearance

Monitor the work of contractors including carrying out post inspection of works

Maintain safe systems of work in accordance with YHG policies and procedures and relevant legislation / regulation

Ensure that equipment is used, maintained, cleaned and stored correctly and safely 

To have an operational working understanding of systems including, fire alarm, heating, door entry, roller shutters, CCTV and to carry out associated tasks, including, for example testing the fire alarm
Maintain high standards of security, including opening / closing the centre, carrying out security checks, responding to emergencies, monitoring CCTV, access control including a key inventory
To take and record monthly meter readings

To carry out snow / ice clearance in accordance with the site risk assessment

Promote Community Centre activities and services within the wider community

Process Community Centre bookings in a timely manner and in accordance with the FSO’s

Supervise centre activities, ensuring hirers adhere to booking conditions

Prepare rooms and equipment for hirers

Attend Resident and/or User Group meetings as necessary

Act as Fire Marshall and First Aider

Carry out such other tasks as may reasonably be assigned to the post




	
	Essential
	Desirable

	Knowledge skills & experience


	Experience in a customer facing role

Excellent communication skills

Able to use Word & Excel proficiently

Self motivated and able to meet deadlines

Experience of delivering building maintenance activity

General health & safety

First Aid


	Manual handling
COSHH

Fire safety

Legionella awareness

Asbestos awareness

	Specific Role Accountabilities for People, Finance and Policy (i.e. accountability for managing a team/ budgets etc.)
	
	

	Key Relationships (internal/external)

	The role requires a strong customer service mentality, team work and the ability to work alongside 3rd parties, including members of the Residents Association and the User Groups
	

	Qualifications

	
	

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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