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	Job Title:
	Contracts Manager – Heating 

	
	Service Area:
	Housing

	
	Team:
	Regulatory Compliance Team

	
	Salary:
	Band 9 (SCP 38 to 42)



Job Description

Main Purpose of Job:
Responsible for ensuring all statutory obligations relating to the safe and effective operation of heating systems in our existing homes are fully complied with. Managing a programme of annual servicing, routine inspections, pre-installation surveys and the resulting remedial works that ensures our residents are safe in their homes. 
To provide technical expert knowledge and be responsible for managing contracts related to heating and hot water systems. 
To ensure residents are provided relevant information in a timely and transparent manner relating to heating systems. 
To establish a collaborative and trusted relationship with supply chain partners ensuring high quality value for money services are delivered to residents.  
To ensure heating system servicing and maintenance to existing homes is:
· aligned to our environmental objectives,  
· evidenced with a robust approach to information management, 
· well planned and specified, 
· respect our residents,
· delivered safely,

Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:

1. Providing expert professional and technical advice on heating systems to the Housing Team, Elected Members, colleagues, and residents. Able to demonstrate a comprehensive knowledge of relevant Building Regulations, the planning process, guidance and legislation relating to domestic dwellings. Representing the Asset Management Team at Council and external business meetings and events.  

2. Ensuring the successful contract management, delivery and reporting of all of the heating system programmes of servicing, installation and maintenance. 
3. Developing positive working relationships with supply chain partners ensuring the reputation of East Suffolk Council is continually enhanced.

4. Accountable for the production of timely critical safety and compliance management information, with analysis and context.  Maintaining a consistently high-quality flow of insightful information for officers, Elected Members, and residents. 

5. Directly responsible for considerable financial expenditure, managing significant budgets in line with corporate requirements. Taking an active role in demonstrating sound financial practices and developing a close working relationship with Finance and Procurement Business Partners.

6. Adept at managing risks, able to bring a strong operational perspective to risk mitigation. 

7. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above. Travelling to and attending evening and weekend meetings as required.




Key Responsibilities – Contract Manager- Heating:
1. Directly responsible for operational planning, implementation and delivery of all heating system programmes relating to existing homes these include:
· Annual servicing of gas, oil and solid fuel heating system servicing,
· Managing the installation of replacement systems to existing homes,
· Ensuring the maintenance and repairs to heating systems is well managed, 
· Specification and installation of renewable heating systems,
· Management of external third-party audits of servicing programmes.
2. Accountable for routine inspection and servicing programmes ensuring all properties receive the necessary inspections and remedial actions to ensure the highest levels of safety for residents and record keeping to evidence compliance and provide assurance. 

3. Managing teams/contractors undertaking specialist surveys and technical inspections, ensuring standards are met and outcomes are recorded. 

4. Carry out site and post inspections to monitor contractor performance, responsible for ensuring contractors meet the expected standards. 
 
5. Direct responsibility for effective contract management which delivers high quality services, deliver ongoing savings, efficiencies and service improvements, through the effective planning and facilitating of regular contract reviews.

6. Acting as the designated Contract Administrator you will ensure adherence to contractual requirements, approve applications for payments and valuations across multiple heating programmes. Managing supply chain relationships, which deliver on time on budget and to the expected quality standards.  

7. Responsible for the adherence to detailed technical specifications, compliant with Building Regulations, legislation and best practice. 

8. Accountable for developing and managing project costs against agreed budgets, monitoring spend and mitigating cost increases.  Ensuring the robust and effective financial management of contracts. 

9. Technical and pragmatic approach to problem solving relating to existing buildings, experienced in negotiation techniques and programming which keeps delivery on track. 

10. Directly responsible for monitoring contractor performance, developing and refining metrics which accurately track compliance with safety legislation. 

11. Actively engaging with residents in relation to heating systems, promoting good safety behaviours, leading by example and building trusted and respected long term relationships.  


Line Manager: Operational Lead Regulatory Compliance
Responsible for:  Heating Contracts

Political Restriction: 
This post is politically restricted under the Local Government and Housing Act 1989 and postholders are prohibited from seeking public election, holding political office, writing or speaking publicly on matters of political controversy.

Note:	This is a description of the job as it is constituted at (December 2022) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Current knowledge of UK building regulations and safety legislation relating to all forms of domestic heating systems. 
· Contract administration using JCT or similar forms of building contracts.
· Experience of managing similar heating contracts. 
· Contract managing multiple programmes of work. 

	· Experience of local government/social housing
· Working with Building Regulations and best practice relating to heating systems.
· Accessing procurement frameworks. 

	Skills and Abilities:

	· Commercially astute.
· Solid understanding of building practices, contract management and programme management. 
· Good people management skills, including the ability to motivate a team to perform to their optimum ability.
· Ability to effectively motivate a project team.
· Ability to use and act on initiative and solve problems. 

	· Ability to work across teams and to work collaboratively.
· Ability to work in a politically sensitive environment.

	Education and Training
	· Relevant qualification relating to building services/mechanical/electrical systems or willing to complete a level 5 or above qualification.
· Evidence of continuing professional development
	· Professional body membership (for example GasSafe/AGSM)


	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.
· Flexible and willing to work outside of normal working hours.
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