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Care & Repair in Powys




Job Description
	Job Title
	Senior Technical Officer 

	Reports to
	Director of Care & Repair in Powys

	Responsible for
	All Technical Officers, all Minor Adaptations Officers, Administrators for Disabled Facility Grants and Minor Adaptations. 
Current total 7 (6.8FTE)

	Version 
	Final 

	Date 
	May 2021

	Office location
	Ty Canol House, Newtown, SY16 1AL
office attendance will vary and home based or home start working is regularly practiced by visiting staff.


Purpose of Role
To be part of the Management Team for Care & Repair in Powys, working with the Director and Casework and Service Manager to deliver an effective and efficient service to clients across Powys.

To contribute to and at times lead on the Agency’s ambitions and plans for current and new services.  To manage change and be proactive in seeking out improved ways of working and new opportunities that will help sustain and develop the Agency.
To lead, motivate and manage the staff delivering the Technical Service and the Minor Adaptations Service. Ensuring achievement of their agreed individual objectives and team Key Performance Indicators for the Agency.

Key relationships include officers within Powys County Council’s Housing department and Social Services, Powys Teaching Health Board, architects and local building contractors, Barcud staff (Barcud is the parent body) and other voluntary sector organisations that support older or disabled people.

To also use technical/ building expertise to supplement the Technical Officer capacity in providing a technical service to older or disabled people who wish to adapt or improve their homes. This work will at times involve travel across Powys. 

It is estimated that 40 -50% of time will be spent delivering Technical Officer duties and 50-60% in management/development work.  This split will be fluid, dependant on work pressures and service development initiatives.
Main duties and accountabilities  
1. Management Team Responsibilities:

1.1 Be familiar with the Agency’s Business Plan and contribute to its future development.
1.2 Undertake reviews of current services to ensure that procedures are effective and apply good practice.
1.3 Keep abreast of the ways of working and services provided by other Care & Repair Agencies in order to inform any need or opportunity for change.
1.4 Liaise and work with the Casework and Service Manager to ensure a seamless integration of casework with technical and practical services.
1.5 Act as the key contact with selected external partners/organisations.
1.6 Lead on Health & Safety policy and procedures, working closely with Barcud’s H&S Officer.

1.7 Assist the Casework and Service Manager to monitor Agency performance in line with KPI’s and contractual expectations agreed with funders.

1.8 Identify opportunities to improve the Agency’s sustainability and lead or help in their planning and delivery.  
1.9 Liaise with and maintain constructive working relationships with colleagues at Barcud, maintaining particularly strong links with key staff and attending Barcud Group meetings as appropriate.
1.10 Represent the Agency at meetings or consultation events such as with Care & Repair Cymru, PCC, Welsh Government, PAVO etc. 
2. Staff Management
2.1 Lead, motivate and manage staff to ensure that the service is delivered in a timely and client-focused manner.

2.2 Carry out staff supervision including regular 1 to 1 meetings, annual appraisals, the setting of individual objectives and monitoring performance.

2.3 Provide support and advice, identifying training and developmental needs, and ensuring that plans are put in place to address these.

2.4 Prioritise tasks to ensure that targets and deadlines are met. Ensuring that workload between Technical Officers and Minor Adaptations Officers are well balanced and completion targets met. Identify resources required in order to do so.

2.5 Assist the Agency Director with recruitment when vacancies arise.

3. Customer Service
3.1 Deliver excellent customer service to protect and enhance the Agency’s reputation. Customers include colleagues within the Agency, within Barcud and other external organisations as well as clients.

3.2 Ensure that clients understand and are kept informed of all the procedures and practices involved with their particular circumstances. Tailoring methods of communication to meet their needs.
3.3 Monitor client feedback on service delivery and address any shortcomings. 
3.4 Maintain the smooth running of cases by ensuring good records are kept on the Agency’s database and on any other records as required.

4. Technical Officer Service
4.1 Visit clients in their own homes, providing the required level of advice and information, maintaining regular contact with them at each stage of the case.
4.2 Prepare schedules of works, Auto Cad or equivalent working drawings, prepare preliminary costings, implement the agency’s tendering and procurement process and evaluate the quotations.

4.3 In collaboration with the Administration team, maintain and review an up-to-date register of approved contractors, overseeing the recruitment of new contractors as necessary.

4.4 Administer the contracts for works, instructing contractors and monitor the quality of workmanship.
4.5 Ensure all stages of work are monitored, including supervision of work on site and satisfactory completion.

4.6 Identify other areas of help which may be needed by the client, and make referrals as appropriate. 
5. Minor Adaptations Service 

5.1
Maximise the number of clients helped in Powys, ensuring the effective mix of the in-house Minor Adaptations Officers and external contractors.

5.2
Monitor the productivity of the Minor Adaptations Officers and oversee the scheduling of work by the Administrator. 

5.3
Manage the annual budget for minor adaptations, monitoring spend throughout the year and reviewing the cost effectiveness of the service.
6. Monitoring, Recording & Reporting
6.1
Ensure that good records are kept in all cases, updating computerised 


records as necessary and maintaining case notes and progress forms as 


required.

6.2
Provide reports and case studies as required by the Director and stakeholders.

6.3
Provide information to the Director, Casework and Service Manager and others in order to monitor Agency performance.
7. Financial Management 
7.1 To manage delegated budgets and contribute to budget planning.
7.1
Obtain estimates for costs of works and route to the most appropriate work stream, liaising with colleagues as appropriate.

7.2
Identify most appropriate procurement route, e.g. tender or schedule of rates, and follow agreed protocol, ensuring transparency of decision making at all times. 

7.3
Liaise with the Barcud’s Finance Officer to verify and certify invoices for payment in accordance with Standing Orders and Delegated Authorities and to ensure timely payment of fees.

7.4
Ensure the Schedule of Rates is reviewed and updated on an annual basis.
8. Health & Safety 
8.1.
To effectively manage the Technical service risks in accordance with the 
Health and Safety at Work Act 1974 (and all applicable Regulations 
including CDM 2015).
8.2
To be the main contact on Health & Safety matters within the Agency and work with Barcud’s H&S Officer to ensure the needs of the Agency are reflected in the Group’s policies and procedures.

8.3
To ensure all staff receive appropriate training and equipment as required to meet good working practices. 

8.4
To successfully apply for, manage and maintain SSIP Accreditation for CRP

9. Generic
9.1 To abide by and promote the vision, mission and ways of working of Care and Repair in Powys at all times.

9.2 Take responsibility for own personal development. Keep up to date with developments in relevant fields of work and research.

9.3 Be aware of, and act in accordance with, the Agency’s Confidentiality Policy, and the requirements of the GDPR.

9.4 Be aware of, and act in accordance with, the Agency’s and relevant stakeholder policies and procedures.

9.5 Actively promote the Agency’s Welsh Language scheme, and be aware of and act in accordance with the requirements of Equality & Diversity legislation.

9.6 Participate in staff meetings and training courses as required.

9.7 Any other duties commensurate with the post, as may be required by the Agency.


