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JOB TITLE:
Repairs Administration Officer 

POST NO:
FK008

SALARY:
 £28,142 - £31,537 per annum 

What is the role?

You will be responsible for assisting customers with queries relating to Council housing and Corporate Building repairs, and providing administrative support to the wider department. You will enable the right to repair, allocating tradepersons and detailing all necessary information for the complete repair.

You will:

· Advise customers verbally, in writing or by e-mail about repairs

· Ascertain what matters to customers; obtain clean information and allocate the appropriate resources.

· Programme and allocate the work to the appropriate tradeperson or contractor

· Monitor workflow and prioritise works

· Assist with the processing of invoices

· Produce information and statistics

· Act professionally at all times, speaking to customers, colleagues and Elected Members in a helpful and polite way.
· Make decisions that support the principles of ‘systems thinking’.

As part of a team you will:

· Be an effective team member within the immediate team and wider Building Services Section.

Who is the Person?

It is important to us that you have:

· A customer orientated and non-judgemental approach

· Experience in working within a customer service environment

· Administrative experience 

· Tact and diplomacy skills

· The ability to work on your own initiative and as part of a team

· A flexible working attitude

· Excellent ICT skills 

· The ability to balance conflicting priorities

· Excellent verbal and written communication skills

· A steady and methodical approach to work 

· A sense of pride and commitment to do a good job
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Our policy is to make adaptations for those who have substantial and long term disabilities.  If you need an adaptation to carry out any of the above please let us know.


