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JOB PROFILE: Estates Services Supervisor


RESPONSIBLE TO:	Estates Services Manager

RESPONSIBLE FOR:	Estate Services & Tree Management 

PURPOSE:	To oversee and coordinate the day to day operations of the Estate Caretakers and Grounds Maintenance teams. Ensure that all communal areas externally and internally are maintained to a high standard, safe and compliant with all Health & Safety regulations and meets the need of all users. 

			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.

[bookmark: _Hlk215817694]Bring your skills, your ideas and your initiative to the role.

KEY ACHIEVEMENT AREAS:

To line mange, motivate and develop the estates team monitoring the standards of cleaning and grounds maintenance within communal areas, conducting monthly pathways to success, performance reviews, identifying training needs and work closely on employee personal development plans PDP’s

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

2. 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. 

3. 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.  

4.  Conduct regular site inspections and audits to identify maintenance needs, health & safety hazards and high standards and areas for improvement. Communicate any areas of improvement with the team and plan in improvement works.

5. Assist the estates manager with budget monitoring, raising SAP orders, processing invoices and procuring supplies and services efficiently.

6. To assist the estates manager ordering key fobs, keys and lock systems on suited and door entry sites, this is to include ordering on internal system and communicating with contractors for installation.

7. To monitor door entry fobs and record requests, delivery and availability, to ensure the smooth running of the system within each block.

8. To manage CCTV on sites, ensuring any footage requested by the police, is gathered, downloaded and supplied in a timely matter. To also use CCTV for recharge purposes on fly tipping and torts and to communicate/work closely with CCTV contractor, with updates on camera condition and placement.

9. Oversee the management of waste disposal, fly tipping, recycling programs and general site tidiness, including skip management at the depot.

10. To ensure that all estates activities comply with relevant legislation and internal policies, including Health & Safety at work act, COSHH, fire safety and asbestos and to provide training to employees on the safe use of any equipment.  

11. To ensure that plant and equipment are maintained properly and produce accurate records of maintenance, repairs, weekly equipment checks and servicing. and that materials are stored safely within Health & Safety regulations.

12. To review risk assessments and procedures for all streams of work and following the Health & Safety qualification, ensure that the team have correct PPE and that health and safety records are maintained. 

13. To line mange, motivate and develop the estates team, conducting monthly pathways to success, performance reviews, identifying training needs and work closely on employee personal development plans PDP’s

14. To Assist the Customer and Communities team with issuing Tort Notices and arrange removal of the Tort items once the deadline has expired. This will involve updating the Torts spreadsheet on a weekly basis and using in house teams or contractors to dispose of torts items 

15. 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. 

16. To ensure that the team have the adequate equipment and supplies in order to carry out their duties in a timely manner. 

17. Arrange holiday cover for the team, ensuring that all sites receive a visit in line with the published schedules and standards. 

18. Work with the team to organise work schedules, ensuring standards and targets are met. 

19. To respond to requests from staff and tenants to inspect, diagnose and advise on remedial tree works. To communicate with Tree Management contractor on any issues that arise. 

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

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

22. To mange and monitor the performance of external contractors ensuring work meets required standards and service level agreements.

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

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

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

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

27. To liaise with appropriate departments within Teign Housing

28. To offer support, via coaching or mentoring to all staff including Mental Health awareness and signpost to the EAP that Teign Housing offer

29. 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. To ensure that each contractor provides RAMS and updates their insurance details on an annual basis.

30. To monitor within team that our compliance requirements are being met by ensuring lighting and ladder checks are being undertaken and recorded on a monthly basis.

31. To ensure all vehicle checks are being carried out by the team and recorded on the system and a monthly in depth van check is carried out by the supervisor. 

32. To ensure all company vehicles are serviced, repaired and annual MOT planned in to maintain smooth daily operations 

33. To ensure monthly utilities meter readings are being recorded and sent to the appropriate person within the finance team, so accurate budgeting can be achieved. 

34. To oversee and manage the in-house Voids team and contractors, ensuring all works are carried out in a timely and cost-effective manner and the Voids spreadsheet is updated weekly and quarterly reports provided to the estates manager.  

35. All Void works to be planned in and post void inspections carried out to meet relet deadlines.

Health and Safety Responsibilities
1. Take responsibility for own Health & Safety and not to put others at risk. 

1. It is the responsibility of managers to ensure their team is working safely and to have appropriate risk assessments in place and continue to use the HAV monitoring system weekly via HAV spreadsheets and HAV monitors.

1. To follow all guidance, policies and procedures associated with health and safety and ensure any risk assessments for this role have been read and understood.

1. To comply with all health and safety legislation and regulations associated with the role.  This will include being trained in the safe use of a range of equipment and ensuring that staff are fully trained and compliant with the safe operation of machinery and equipment.  If in doubt, contact the Health and Safety Team for help and support.
1. To update the training matrix to ensure relevant training has not expired and to communicate with the Estates manager on planned training schedules.
1. To ensure all health & Safety incidents, near misses or accidents are logged immediately onto the assure H&S system 
1. To arrange and record monthly Toolbox Talks on various health & safety requirements and adhoc subjects on relevant or concerning areas 


	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: …………………………………………………………………………………………
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