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JOB PROFILE: Estates Services Supervisor
RESPONSIBLE TO:
Estates Services Manager
RESPONSIBLE FOR:
Estate Services & Tree Management 
PURPOSE:
To ensure a high standard within estate areas, including tree inspections and minor tree works to include public safety in and around Teign Housing.



To work within the Company’s Equality and Diversity Policy, Health and Safety Policy, Customer Service and Performance Policies ensuring that these are complied with throughout all activities within the scope of this role to ensure the highest standards of customer care.

KEY ACHIEVEMENT AREAS:
1. To supervise a team of Estate operatives, monitoring the standards of cleaning and grounds maintenance within communal areas.

2. To carry out site inspections on a monthly basis, addressing any areas of concern with staff concerned, and putting improvement plans in place. 

3. To assist the Estates Service Manager in increasing the income stream by marketing the services to other organisations.   
4. To liaise with other staff, tenants and other organisations in a professional way to resolve any complaints, responding to any queries or complaints in a timely manner. 
5. To maintain good and clear lines of communication between partner contractors, staff, tenants, tenant groups, leaseholders and outside organisations. To include organising, attending and participating at tenant consultation and resident group meetings as required.  

6. To assist the collation and production of monthly KPI’s that monitor all services, responding to, and addressing any areas of concern. 

7. To ensure that all health and safety guidelines are followed when using machinery and to provide training to employees on safe use of equipment. 

8. To ensure that plant and equipment are maintained properly and that materials are stored safely within Health & Safety regulations.
9. To assist the Estate Services Manager in reviewing risk assessments and procedures for all streams of work and following the Health & Safety qualification  to ensure that the team have correct PPE and that health and safety records are maintained. 
10. To carry out regular 121s and performance reviews, acknowledging good standards and addressing poor standards of work in line company policy. 

11. To carry out appraisals with members of your team and include a 6 monthly review.

12. Ensure that chemicals are stored and used as per COSHH risk assessments and guidelines. Be responsible for checking that storage cupboards are kept tidy and in line with COSHH guidance. 

13. To ensure that the team have the adequate equipment and supplies in order to carry out their duties in a timely manner. 
14. Arrange holiday cover for the team, ensuring that all sites receive a visit in line with the published schedules and standards. 
15. Work with the team to organise work schedules, ensuring standards and targets are met. 

16. To respond to requests from staff and tenants to inspect, diagnose and advise on remedial tree works. 

17. To liaise with Teignbridge District Council on tree ownership and requesting permission for works on trees with Tree Protection Orders. 

18. Work jointly with the Estates Services Manager to identify suitably qualified contractors to carry out larger works and ensuring value for money. 

19. To ensure that records are kept up to date with any work undertaken and that inspection reports are carried out as per the timescales. 

20. To inspect on a daily basis the communal areas, noting and reporting repairs/necessary action as required.

21. To ensure that public safety is always maintained in Teign Housing’s communal areas. 

22. To deal with tenants and the general public in a friendly and courteous manner.

23. To liaise with appropriate departments within Teign Housing
24. Attend Asset, Grounds Maintenance and H&S meetings with tenant representatives ensuring that works are prioritised to meet KPIs. 
25. To offer support, via coaching or mentoring to all staff including Mental awareness 

26. To review the budget and costs this will include ensuring that jobs raised are to the correct expense code and that use of contractors is monitored, for example by allocating works to different contractors to ensure average costs meet the target.
27. Be prepared to assist teams when staff shortages occur.

	No job profile can cover every issue, which may arise within the post at various times, and the jobholder is expected to carry out other duties requested by the Estates Services Manager from time to time.






Signed:………………………………………………………………….





Date: …………………………………………………………………………………………








