	Role title
	Voids Coordinator
	Date
	March 16

	Reports to Title
	Maintenance Team Manager
	Version
	2

	Responsibility for End Results

	Purpose:

	To provide relevant technical administrative support to the Direct Maintenance business, typically including acting as a point of contact for internal and external customers and other stakeholders.

	Key Responsibilities / Deliverables:

	Main Accountabilities:  List the major activities or functions necessary to achieve the job’s end results.  The percentage of time spent on each of these should add up to 100%. 
	Time

(%)

	1.Leadership and management including customer service/ values

Undertake a range of technical administrative duties and business processes which will include financial accounting and the use of spreadsheets.
	

	2. Strategy/ achieving objectives

Oversee the back office void process, ensuring the collection/delivery of keys/fobs, production of void packs and updating of information on Arena and related spreadsheets.  Plan and monitor Supervisors workload, ensuring all works are programmed into the working schedule. Update Supervisor spreadsheets to monitor void progress and turnaround.
	

	3. Working with others - internal
Monitor and update allocation of company Vehicles, updating tracking system and providing relevant information to the Facilities Department.  Organise and oversee Rubbish Clearance and Cleaning of the Void Units, adding works to Technicians diaries through the scheduling system. Plan and monitor Supervisors workload, ensuring all works are programmed into the working schedule. Update Supervisor spreadsheets to monitor void progress and turnaround.  Work collaboratively with key stakeholders in particular the Lettings and Gas Teams as well as other internal/external parties to effectively resolve or refer queries following well defined procedures and policies
	

	4. Working with others - external
To manage 3rd party works for the void properties including, Gas, Asbestos Testing and Electrical Tests.  Manage electrical availability for void units, ensuring electricity is available for duration of works. Liaise with electrical suppliers and provide charged keys for use by the workforce.
	

	5. Budgetary responsibility 
Contribute to achievement of budgets by: Processing supplier invoices and credit notes through the IBuy system, ensuring prompt payment. Undertaking component accounting, providing information to the Planned Maintenance Team.
	

	6. Compliance 
Record results from the After Service Survey and produce feedback and KPI reports for the management team.
	

	7. Records and systems
Maintain the necessary relevant Trust records and systems, providing management reports on a daily basis.  Record and update Technicians’ timesheets, annual leave, sickness and absence using the Total Repairs Application System.  Upload key documents into Arena  including Supervisor Specifications, Variation Orders, Electrical, Gas and EPC certificates.
	

	8. Risks
Manage risks associated with areas under the jobholder’s control.
	


	Financial Responsibility: Enter below any typical revenue, operating or capital budgets for which the role is accountable. – None


	People Responsibility: 
Indicate below the typical number of employees for which the role has supervisory / management responsibility.  If the number varies, indicate an average or a range. 

	
	Direct Reports
	Indirect Reports

	Total Employees
	- MERGEFIELD "DirectReports" 
	- MERGEFIELD "IndirectReports" 

	Please list below any outsourced service providers that are typically managed by the role (e.g. payroll), or any functional / project management responsibilities MERGEFIELD "Outsourced" 

	Knowledge, Skills and Abilities


	Describe the knowledge, skills and abilities required for the job.  Include the need for any academic, vocational or professional qualifications. 

	1.  Able to demonstrate effective administrative skills, knowledge and experience, gained in fast paced working environments – Essential MERGEFIELD "Knowledge" 

	2. Experience working in a housing management/sector or similar environment - Desirable

	3. Able to demonstrate problem solving and analytical skills - Essential

	4.  Effective communication skills essential and ability to work collaboratively within a team interacting with internal and external customers and stakeholders at all levels - Essential

	5.  Able to demonstrate effective organisational and planning skills - Essential

	6. MS Office suit – Essential. Able to use business systems, e.g. excel, accounting systems, office applications – Essential 

	L&Q Values

	These are our guiding principles.  They describe how we deliver our mission and vision through our behaviours and actions.

	People

	· We care about the happiness and wellbeing of our customers and employees

	Passion

	· We approach everything with energy, drive, determination and enthusiasm 

	Inclusion

	· We draw strength from our differences and work collaboratively

	Responsibility

	· We own problems and deliver effective, lasting solutions 

	Impact

	· We measure what we do by the difference we make 

	Other 

	· Commit to supporting L&Q’s environmental policy and social mission

· I will comply with all L&Q Health and Safety policies and procedures and commit to working towards best practice in the control of health and safety risks
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