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About North & East Housing Association

North & East Housing Association exists to provide high quality, secure and affordable housing, appropriate to the
needs of families and individuals in the northern and eastern regions of Ireland. We support thriving communities
through quality housing and continuing support for our tenants. We are a values-based organisation and a not-for-
profit business with social objectives, which means that every penny we make is reinvested in providing homes for

those in need of housing.

We provide housing management and tenant support services to projects in twenty-six locations across eleven local
authority jurisdictions. North & East is primarily a general needs AHB, but it also provides housing services with

partners that focus on housing for people with specific needs.

The Association’s Vision is ‘to provide high quality, secure and affordable housing, appropriate to the needs of

families and individuals in the northern and eastern regions of Ireland. This Vision is underpinned by three values —

Tenant Centred
O *  We communicate with tenants in a clear and respectful way and ensure that their

voice is heard throughout the organisation.

Tenant Centred

*  We make our tenants aware of their rights and obligations as tenants.

@ Trustworthy
Trustworthy *  We are committed to the highest standards of governance as an AHB and as a

Registered Charity.

* We are careful stewards of our housing stock and are committed to high
standards of accessibility and environmental sustainability.

Collaborative
Q *  We work in partnership with Local Authorities, Government agencies, other

housing associations, voluntary bodies and private developers who share our

Collaborative

commitments and values.
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Why Work with North & East?

Working with NEHA you will benefit from a highly supportive working environment and an attractive
benefits package which includes the following:

e CIH membership and professional body fees

e Competitive salaries

e Free parking at NEHA offices

e 25days Annual Leave

e Company Additional Days

e Hybrid Working — on completion of 3 month’s service.

e Individual Training & Development Programme

e Employee Assistance Programme

e PRSA Pension Scheme

e Enhanced Maternity & Paternity Benefit

e Travel & Subsistence Allowance

e Death in service benefit.
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About the Role?

Position: Property Services Officer Reporting to Manager — Asset & Facilities Management

Contract: Full-time Permanent Location: Head Office, Blanchardstown (Hybrid
working available.)

Salary Scale: €46,400 to €62,358 Date: January 2024

Principal Objective of Position:

To work with North and East Housing Association’s Manager — Asset & Facilities Management to ensure all necessary
technical services are delivered to a high standard. This will include but not limited to stock condition surveys, building
survey reports, defect diagnosis, property inspections, snagging, contract administration, clerk of works duties and
providing technical support to staff.

Responsibilities:
The main functions of the role comprise —

1.0 Stock Condition Surveys

To survey the existing housing stock and assist the Manager — Asset & Facilities Management with the
implementation of the Association’s Asset Management Strategy.

Verify current stock condition of the properties and identify all necessary property data information.

Input collated property data information and populate into North and East’s asset management system
(Civica CX).

Validate all asset related data currently held and update accordingly.

2.0 Responsive Repairs & Maintenance

Carry out defect diagnosis inspections and prepare reports.

Undertake pre and post inspections of repair work and producing detailed and accurate reports.

Preparing schedules of works and specification and obtain quotations for repairs.

Instruction and inspection of contractors work on site when required.

Inspecting and reporting on a sample of completed repairs and service agreement work to ensure that the
Association’s standards are met.

Providing technical assistance to Housing Team as required.

Carry out inspections of void properties and prepare list of repairs in addition to those required under the
North and East’s void letting Policy.

3.0 Planned & Cyclical Maintenance

Undertake pre and post inspections of properties and works included in planned and cyclical maintenance
programme.
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Attending contract meetings for planned and cyclical maintenance schemes and monitoring progress and
performance.

Assist with preparation of specifications and contract documentation for maintenance contracts and
advising on the appointment of contractors.

Assisting with preparation, implementation, and management of planned and cyclical maintenance
programmes.

Assist with the supervision of planned maintenance contracts and cost control.

Assist with carrying out feasibility studies for ‘Spend to Save’ planned preventative maintenance works.
Liaise with Tenants and Contractors on the cyclical planned programme and quality control.

Management of service contract providers and inspection of work

Clerk of Works duties

Site inspection and monitoring of contracts, checking all materials and workmanship and certification of
material.

Ensure compliance with contract drawings and specification, measuring and recording all contract
variations and carrying out surveys on site.

Monitoring and assessment of contract programme including liaising with project architect, engineers, and
site foreman/project manager.

Awareness of on-site health & safety and liaising with PSDP.

Recording of checks and progress and completion of weekly report sheets on progress.

‘Snagging’ inspections prior to handover.

Development

Carry out building condition surveys on new property acquisitions and assisting the Manager — Asset &
Facilities Management in preparing technical appraisals.

Tendering, contract administration, inspecting and monitoring of the contractor’s work.

Assist the Manager — Asset & Facilities Management and the Chief Executive in conducting feasibility studies
on new developments.

Assist the Manager — Asset & Facilities Management in preparing technical appraisals for new development
proposals including site inspections, reviewing plans and specifications.

Carry out and prepare schedule of condition report for new leased units.

Ad hoc Duties

Contribute to the on-going activities of the senior management team.
Undertake other occasional duties which are consistent with the responsibilities of the post.

Qualifications, Skills, and Experience required:

Candidates will have at least 3 years’ experience in a similar role.
Minimum of Degree (at level 8 of NFQ) required in Building Surveying or equivalent.
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Professional membership of the Society of Chartered Surveyor and the Royal Institute of Chartered Surveyors
or equivalent

Managing Safely in Construction Certification desirable

Full driving licence and use of car / Ability to meet the mobility requirements of the post.

Specialist role related knowledge, specially building surveying & building pathology.

Experience in carrying out building and schedule of conditions surveys.

Experience in planned and cyclical maintenance and production of relevant inspection reports.
Knowledge of Health and Safety legislation and compliance within a construction setting.

Financial control and budget management skills

Experience of using AutoCAD in preparation of plans and details.

Knowledge of techniques of residential construction and their services systems for both single houses and
multi-occupancy units.

Communication skills —verbal and written, report writing & presentation.

Ability to work accurately / attention to detail.

PC literate and competent in using Microsoft Word, Excel, and Outlook.

Experience of housing/asset management-based software desirable.

Attend training appropriate to your role and ensure continuing professional development.

COMPETENCIES:

Teamwork

Customer focus

Interpersonal skills
Self-starting

Planning and Organising
Problem Solving

Time and Priority Management

REPORTING STRUCTURE (number of team members supervised in this job):

Directly: 0 Indirectly: 0

KEY RELATIONSHIPS:

Internal External

HOW TO APPLY
If you are interested in this role, please submit your cv along with a covering letter to hr@neha.ie

This is a rolling closing date; applications will be dealt with as they are received.

If you have any queries around the role, please e-mail hr@neha.ie
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Blanchardstown Corporate Park 2, G, 287, Cloghran,
Dublin 15, D15 P229

+353 1 8200002 | info@neha.ie | northandeast.ie/




