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ROLE PROFILE
	Job: Compliance & Facilities Agent
	Reports to: Operations Manager 
	Tier: 6A 



	Job Purpose: 
To ensure that Your Housing Group’s (YHG) estates (including internal and external communal areas) are clean, compliant and safe through the delivery of a holistic local service including planned work such as communal inspections and reactive works such as low level maintenance to communal areas.

	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Commercial focus

· Gathering and seeking information 
· Innovation
· Problem Solving and Decision Making 
· Future Focus 


	Key Responsibilities:
1. Planned Work

· Support the management and monitoring of Grounds Maintenance and Communal Cleaning

· Provide an initial point of contact for contractors and residents 

· Ensuring compliance with Health and Safety of all communal areas, including the removal of hazards and reporting of repairs


· Monitoring of condition of Play Equipment and Play Areas 


· Estate inspections and resolution of actions raised (including reporting any issues to third parties such as fly tipping) 
· Support the delivery of the Estate Management Policy which includes tree management, gritting, environmental crime 

· Communal block and community centre inspections – follow on actions from audits and notice board management 
· Regular inspection of long-term voids and required compliance checks associated with these 
· Completion of scheme based compliance checks, including :

· Fire alarm testing 
· Emergency Light testing 
· Fire Risk Assessment  actions


· Evacuation plans and signage


· Asbestos management 
· Legionella testing 
· Lift and door entry checks – fob management 

· Testing of warden call system


· Smoke alarm testing 

2. Reactive Work

· Deal with or signpost customer queries as appropriate 

· Low level maintenance within communal areas such as light bulb changes 
· Health and Safety tasks including:

· Bin Management such as moving bins for collection 
· Support Gas/ Repairs and Maintenance Hub with site visits for example to support the team gain access 
· Identification/removal and/or reporting of hazards in blocks and estates
· Fit keys safes to void properties to assist in the void management process

3. To record and report on matters relating to the general enforcement of tenancy conditions, including anti-social behaviour, nuisance, noise and other forms of harassment.
4. Undertake all responsibility in accordance with YHG Policy and Procedures.
5. Adhere to Safeguarding Policy and procedure at all times and where appropriate refer customer at risk to appropriate agencies/Local Authority.
6. Effectively manage Health and Safety through management of risk, identify and report issues/breaches and effectively promote a safe work environment for all.
7. Positively contribute to overall strategic direction of the organisation and service improvement.
8. Ensure Financial Standing Orders are followed at all times and demonstrate value for money.
9. Support Groups approach to capturing and responding to customer feedback by taking the lead in proactively minimising and assisting in resolution of complaints.
10. Undertake any further duties as requested by Line Manager commensurate with the level of your post.  



	
	Essential
	Desirable

	Knowledge skills & experience


	Knowledge and experience in identification and resolution of risks and hazards 
Experience in carrying out and implementing risk assessments and method statements 

Experience in operational effectiveness equipment testing 

Excellent interpersonal and communication  skills

Experience in carrying out investigations audits and incident management 

Experience in carrying out and managing low level maintenance for example effecting signage or changing light bulbs 
Self-motivated with a ‘can do’ proactive attitude 

Ability to solve problems be flexible and adaptable and able to respond to situations in line with YHG processes 
Organisational skills with ability to maintain recording systems 
	Knowledge of building construction 
Experience in using Datix and Orchard software
Knowledge and experience in the application of ‘No Access’ Procedures 

Flexible approach to working outside the hours of 9am to 5pm 

	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	ICT skills to utilise mobile devices 
Ability to travel to large geographical sites 
	

	Key Relationships (internal/external)

	Key relationship with:

Compliance/Repairs Hub 

Operational Teams 

Scheme and Building Managers 

Customers 
Contractors 
	

	Qualifications

	GCSE English and Maths or equivalent 

	Training in fire safety/water management/electrical safety/ asbestos management 
Institute of Occupational Safety & Health Managing Safety or NEBOSH General Certificate 

Royal Society for the Prevention of Accidents Inspection Certification

Fire Marshall Training 

P402 Asbestos Surveying 

Tree Risk Assessments  

	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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