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Lancaster City Council - Job Description

	Job Title:
	HIA Handyperson Technician
	Grade:
	8
	Job Code:

	HHS0190 & HHS0191

	Job Family:
	Specialist
	Job Family Group:
	Housing
	Reports to:
	HIA Adaptations Manager



	Job Summary

	
Based within the Council’s multi award winning in-house Home Improvement Agency (HIA), the post of Handyperson Technician is responsible for undertaking a wide range of repairs and minor adaptations within the homes of vulnerable residents throughout the district.  The aim is to assist residents to be discharged from hospital and care settings and to remain independent and safe in their own homes. 


	Direct Responsibilities 

	
1. Provide a responsive high quality, customer focussed repairs, maintenance, improvements and minor adaptations in vulnerable residents’ homes to meet their needs.  
2. To deliver the HIA’s hospital discharge and general Handyperson/adaptations Service.  
3. To visit clients’ homes to determine the nature of the work required.  To carry out a wide range of minor household repairs and minor adaptations to a high standard to enable them to continue to live within their own home independently, to prevent unnecessary accidents and to improve home security and energy efficiency levels in clients’ homes.  Works to be completed in a workmanlike fashion, ensuring the satisfaction of the client.  
4. To determine the cost of materials needed to complete the required work and to be responsible for handling of client’s cash, issuing the appropriate receipts to clients to enable the purchase of required goods.  
5. To deliver the HIA’s Minor Adaptation service.  To complete minor adaptations for vulnerable residents, in line with the standard specification where required.  To undertake joint visits with Health Professionals to provide appropriate advice on proposed adaptations.  To estimate the cost of required adaptations for submission of quotations.  To assess and determine the most appropriate method of construction for the proposed adaptations and to complete work to a professional standard.
6. To identify and assess clients in need of adaptations, aids, and equipment as a qualified Trusted Assessor.  To refer clients back to other HIA staff for ongoing referrals.
7. To be responsible for the ordering and obtaining of materials necessary to carry out the required repair and adaptation work.  Postholder responsible for purchasing of goods required using council procurement card.
8. To be responsible for the keeping of appropriate records of the works carried out and materials used for each job.
9. To ensure that all work is carried out in a safe manner and that national and organisational Health and Safety policies are adhered to.
10. Postholder responsible for managing own workload from receipt of work order, post holder responsible for making contact with service users and arranging appointment within agreed timescale.
11. Ensure all work is carried out in a safe manner and that national and organisational Health and Safety policies are adhered to.
12. To work in close co-operation with other members of the Council’s Home Improvement Agency to ensure that the needs of clients are properly identified and that clients receive a response which satisfies them.
13. To ensure the smooth day-to-day running of the service.
14. To abide by the general policies of the City Council and observe the conditions laid down in the Terms and Conditions of Employment and Health and Safety Policy.
15. To attend training sessions and appropriate meetings as deemed necessary by your line 	manager.
16. To undertake such other duties as may be necessary towards the effective and efficient running 	of the service as directed from time to time by your line manager.


	Primary Objectives

	
1. Deal with all work orders in a timely manner.  Determine extent of work required, including costing and purchase of materials required.  Complete required work to a professional standard.
2. Complete minor disabled adaptations and retailer work for vulnerable residents following orders received from external funding partners.  Ensure completion of work to required specification including estimating cost of work, purchasing of material and completion of required documentation.
3. Complete disabled adaptation work as required to assist council in delivering Disabled Facilities Grant work.
4. Assess clients as a ‘Trusted Assessor’ to determine eligibility for minor adaptations and make necessary referrals for required aids and equipment.
5. Organise case load to ensure works are completed within agreed timescales including prioritising of urgent jobs.
6. Maintain high level of customer satisfaction with adaptation service.


	Knowledge & Educational Requirements

	
Specialised knowledge:
· Possess a NVQ Level 3 qualified in a relevant building trade.  
· Level 2 Trusted Assessor medically trained to enable assessment of vulnerable residents to determine appropriate aids, equipment and minor adaptations required.  (this will be provided if necessary)
· Competent building skills gained through a time served qualification.  
· Ability to identify repairs and maintenance works required
· Substantial experience in carrying out a wide range of basic household repairs and adaptations across all trades including small plumbing repairs.
· Good understanding of all services available from Home Improvement Agency and other key partners and ability to identify other needs of service users and make referrals to other HIA and key partner services.
· Proficient in use of HIA’s IT databases and case management systems. (training to be provided)
· Work as part of a busy team to work in close co-operation with other members of the Council’s Home Improvement Agency to ensure that the needs of clients are properly identified and that clients receive a response which satisfies them.
· Appreciation of the regulatory controls applicable to building works and demonstration of the capability to work to both national and locally determined standards and regulations
· A good understanding of H & S risk assessments, method statements and safe working practises in relation to your job role.
· Have a sensitive and discrete approach to confidential information to enable management of sensitive and confidential information relating to vulnerable clients.
· Ability to relate to and emphasis with vulnerable groups.  Have a caring and understanding approach to client’s needs and aspirations.
· To be responsible for the accurate data input for the required project and programme management information systems, using the HIA’s data management system.
· Capable of Interpreting requirements of Health Professionals on work orders to meet client’s needs to determine appropriate adaptation and liaise with Health Professional and undertake joint visits to advise on most appropriate type of adaptation.
· Be capable of costing up work to provide quotations to undertake work for external organisations.

Functional knowledge:
· Ability to work unsupervised following procedures in a pressurised environment and able to meet deadlines
· Maintain all necessary records and information systems in connection with work orders including the update of all relevant databases
· Excellent verbal and written communication skills are essential. 
· Enthusiastic, responsible team player
· Able to communicate politely and effectively with the general public, stakeholders and other members of staff
· Deal with the public, colleagues and all other contact in a friendly and constructive manner fully in accordance with the Council’s customer care policy and service standard.
· Ability to demonstrate methodical and precise working practises, with good organisational skills and techniques
· Able to demonstrate a high level of accuracy and attention to detail in the performance of duties
· Good IT skills, including the use of Microsoft Office and experience in Word Processing.
· Ability to undertake tasks, meet deadlines make independent decisions with minimal supervision.
· Have good decision making and problem solving skills and the ability to use individual initiative
· The role requires a good knowledge of processes, principles, procedures of the HIA team. 

LCC specific knowledge:
Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
Understanding, implementation and adherence to the Council’s Values and Behaviours.
Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate. 


	Other Requirements

	
Initially the post is fixed term for a period of 12 months.  The continuation of the service will depend on the success of the service and the availability of further funding.  The hours of work for this position are 37 hours per week, working Monday to Friday primarily 9.00am until 5.00 pm. However, there may be a requirement to work outside of these hours when required. You may also be required to undertake standby duties to cover out of hours work. Where standby is required this will be as part of a rota arrangement. Additional payment for standby and callout will be paid at the prevailing rate.

The location of the post is remote working throughout the district; however, your admin base will be at Morecambe Town Hall. 	

A full current UK driving licence is essential, as the post holder will be required to carry out home visits throughout the district, a council vehicle will be provided.  

The post is public facing.  The postholder must have the ability to relate to and emphasis with vulnerable groups and be able to communicate politely and effectively with clients and partners in a clear and informative manner.

Physically able to undertake work of an intensive and demanding nature including lifting up to 25kg.

The successful applicants will be subject to an enhanced clearance with the Disclosure and Barring Service. 


	Additional information

	
General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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