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JOB DESCRIPTION – MAINTENANCE TEAM MEMBER - ESTATES

	Approved : March 2010
	Reviewed on: December 2010; February 2012; November 2016; June 2021; May 2022; February 2026



	Job Title:
	Maintenance Team Member - Estates

	
	

	Responsible To:
	Assistant Estate Services Officer

	
	

	Staff Responsibility:
	None

	
	

	Job Purpose:            
	To undertake cleaning, caretaking and environmental maintenance work within tenanted properties and cleaning, caretaking, environmental and landscape maintenance work within common areas of Prospect’s housing developments.  This includes common stairs, bin areas and all common external areas as directed by the Assistant Estate Services Officer or Maintenance Team Chargehand – Estates.



MAIN DUTIES AND RESPONSIBILITIES

	1.
	Common Stairs

	
	1.1. 
	To undertake the following tasks on a weekly basis or as required:
· Sweeping of communal stairways;
· Mopping of communal stairways;
· Wiping down of banisters, walls, window frames, doors, etc., as necessary;
· Cleaning of all windows in common stairs both internally and externally;

	
	1.2. 
	To undertake an annual, or as required, deep clean of all stairs including walls, ceilings, skirtings, floors and banisters;



	2.
	Soft Landscaping

	
	1. 
2. 
2.1. 
	To carry out the following tasks as required:
· Litter removal from all communal shrub beds and garden areas;
· Replanting of any uprooted shrubs, plants etc.;
· Grass cutting, weeding, pruning, mulching, hedge trimming and general maintenance of plants and shrubs of communal areas as necessary;
· Planting of new shrubs, plants etc., as part of any agreed improvement programmes;
· One-off tidying of individual property gardens as agreed e.g. void properties before relet etc.;



	3.
	Car Parks, Footpaths, Hard Landscaping etc.

	
	1. 
2. 
3. 
3.1. 
	To carry out the following tasks as required:
· Removal of litter and sweeping of communal areas including bin stores, footpaths, play areas etc.;
· Removal of graffiti;
· Removal of dumped items as agreed with Assistant Estate Services Officer;
· Chemical weed spraying 




	4.
	Empty Home Clearance

	
	1. 
2. 
3. 
4. 
4.1. 
	To carry out clearance/cleaning of empty properties and removal of items for disposal as required;



	5.
	Repairs Identification and Reporting

	
	1. 
2. 
3. 
4. 
5. 
5.1. 
	To identify items in common areas requiring repair and report these to the Maintenance Team Chargehand - Estates.  This will include major graffiti requiring specialist attention;

	
	5.2. 
	Report any issue of concern, such as abandoned cars, abandoned houses, etc., to the Assistant Estates Service Officer




GENERAL
In addition the post holder is responsible for:
· Ensuring the confidentiality of all personal, financial, development or tenant information, where required in accordance with the Data Protection Act;
· Ensuring all relevant policies and procedures are adhered to, and in particular observing the letter and spirit of the Association’s Equality and Diversity Policy in all aspects of day to day duties relating to tenants, staff, outside agencies and the public;
· At all times working in such a manner as to ensure the health and safety of the post-holder, colleagues, tenants and visitors to the Association’s offices;
· Assisting in ensuring the security of the office building, equipment and keys;
· Assisting in the overall work of the department by covering essential duties for absent colleagues and generally sharing the workload;
· Contributing to the overall management of Prospect through participation in adhoc groups addressing specific issues, departmental meetings, staff meetings and learning and development opportunities;
· Ensuring positive and effective internal communication is maintained both within the department and across all departments.

The list of duties and responsibilities is not exhaustive.  The post holder will be expected to undertake other duties as appropriate to the grade to fulfil the responsibilities of the post.

The duties of the post may occasionally require some evening or weekend working for which time off in lieu will be given. 

The Association’s staff grades and salary scales are in accordance with those of Employers in Voluntary Housing (EVH).  Details of the grade and salary for this post, and a summary of the main terms and conditions, are detailed in the post holder’s Statement of Terms and Conditions of Employment.



Signed by the employee: __________________________________	Date: ______________
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