LOWLAND RESERVE FORCES' AND CADETS' ASSOCIATION

JOB DESCRIPTION

Job Title:
   Works Officer


Pay Band:
D
Department:
   Estates








Line Manager:  Head of Estates 

Countersigning Officer:   Chief Executive  

General Description:
To implement and control all maintenance work arising from allocated RFCA properties, together with assisting in the planning and progression of minor and capital works projects as required.

Specific Responsibilities/Duties:

1
Planning
a
Inspecting allocated properties and drawing-up maintenance requirements.

b
Providing information to the Head of Estates for update and inclusion on the Forward Maintenance Register.
c
Identifying conflicts between building specifications and military usage or proposals.

d
Consulting with the Head of Estates concerning in-house design and specification of minor Works services.

e
Liaising with the Units over all Estates matters.

f
Liaising with relevant military and civilian authorities to ensure Works comply with legislation.

g
Ensuring at all times that actions are carried-out in compliance with Works Instructions and that proposals provide best value for money.

2
Maintenance/Minor Works
a
Ensuring that all programmed work falls within the categories funded.

b
Arranging for maintenance work to be scheduled, specified, estimated, tendered for (where necessary), supervised and checked.

c
Preparing or assisting in the preparation of tender documentation for minor Works projects, supervising and controlling work on site, holding meetings with contractors and Unit representatives, and attending site meetings as required.

d
Providing supervision/monitoring services for Capital Works Projects as required.

e
Keeping the Head of Estates briefed on:

i       
the development of specifications and job distribution;

ii  
properties requiring urgent remedial works of a value of more than £1000;

iii   
problems associated with the performance of contractors on the approved list.

iv
Disagreement with Units representatives over justification of work or scope of work.

3
Finance/IT
a
Assisting and monitoring the issue of orders and processing of invoices on Symphony.
b
Placing Works Orders for all work on Symphony.
c
Authorising invoices within delegated powers.

4
Administration
a
Ensuring that all work is correctly documented to ensure a clear audit trail.


5
Ensure that work instructed personally is carried-out in compliance with the Service Specification and, in particular, the Health & Safety Operating Procedures.
6
Perform duties in a manner that is compatible with safe working practices and in accordance with the Lowland RFCA SHEF Policy Statement.

Special Requirements (qualifications, equipment skills, etc):

6
Formal training in the building industry to a recognised standard.

7
Computer literate with working knowledge of Microsoft Word and Excel.

8
Possession a valid driving licence for a car.

9
Should live within 30 miles of the office.

Other Features of the Job:

10
To be contactable for out-of-hours emergencies involving the RFCA Estate.

11
To carry out such other duties as may be instructed by the Head of Estates or Chief Executive.
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