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Description automatically generated]Head Office 
Monson House, 
Monson Way, 
Tunbridge Wells, 
TN1 1LQ


Role: Repairs Administrator 
Reports to: Service Manager 


The Role:
[bookmark: _Hlk148950418]To liaise with the General Manager, Service Manager, Supervisors and to support the teams in delivering an effective maintenance service which results in customer satisfaction in line with contractual KPIs/Measures.


Accountabilities:

· Assist with updating relevant systems, ensuring information is accurate and compliant
· Be responsible for works allocation, ensuring the correct supply chain are allocated, that they are provided appropriate information for the type of work.
· To ensure all works order updates received are actioned immediately upon receipt via the mailboxes, portal and interactive planner and thereafter completed within target timescales leading to delivery of contractual key performance indicators.
· Build positive working relationships with subcontractors, internal teams, and residents.
· Support operational teams with Complaint handling, performance management support reporting, quality assurance, maintaining accurate records, resident support and engagement.
· To fully assist and co-operate colleagues in the progress and investigation of complaints, effectively deal and respond to queries and complaints from team member, staff, and residents relating to services and service delivery
· Ensure any works order updates received are actioned immediately upon receipt via any team mailboxes, portals and any other source and thereafter completed within target timescales leading to delivery of contractual key performance indicators.
· 
· Always ensure consistent and pro-active approach to role, carrying out other duties as may be required from time to time in order to maintain an efficient operation of all aspects relating to the needs of the team TCH Repairs (additional training will be provided as required)
· Assist with housekeeping of our repairs system for customer updates 
· Arrange and attend monthly meetings and assist with minute taking, distributing minutes and following actions 
· Aid and assist the repairs planning team when required (Sickness/Annual Leave cover)


























Person Specification

	Area
	Essential or Desirable Skills and Experience
	Essential/ Desirable

	Education and Qualifications
	GCSE level education including Maths and English


	E



	Knowledge and Experience
	Knowledge of social housing and H&S

Computer literate with Microsoft Office experience

Office administration experience

Experience in a customer facing role


	D

E

E

D


	Skills
	Good verbal communicator

Able to write clearly and concisely

Methodical, accurate and thorough approach to work

Able to prepare and interpret numerical data

Excellent organisational skills

The ability to negotiate outcomes and solves problems

Plans and manages own workload
	E

E

E

D

E

E

E

	Behaviours
	Calm, confident and approachable

Keen to learn and develop

Team player

Committed to provide a quality service

	E

E

E

E
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