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Thank you for your interest in our vacant position of Senior Maintenance Officer. 
  
This file contains all of the information you will need to apply for the post:-  
 

• General information regarding the Association 

• Our job advert which can also be found in Employers in Voluntary Housing’s website 
and publications 

• The Job Description and Person Specification 

• A brief summary of the terms and conditions of the post 

• Staff structures 
 
The job Application Form is available as a separate Microsoft Word file which you may 
complete electronically.  
 
Please note that the closing date for applications is Wednesday 5th August at 10.00 a.m. 
 
If you require further information regarding the Association or the position advertised, 
please do not hesitate in contacting me on 0141 636 3626 or by email: 
 
mwilliamson@govanhillha.org 
 
Thank you. 
 
Alison Kevan 
Director of Corporate Services & HR 
akevan@govanhillha.org 
 

 

 

mailto:akevan@govanhillha.org


1. Background 

1.1 Govanhill Housing Association was formed in 1975 and is a Registered Social 
Landlord which operates within a Group Structure.      

1.2 The Association owns 2,800 tenanted units and is factor to 1,500 owners.    

1.3 The Association has a Management Committee and has four sub committees: 

• Audit & Risk 

• Development & Property Services 

• Finance & General Purposes 

• Tenancy Services 
 

1.4 The Association’s Wider-Role activities are provided via the Association’s wholly 
owned, non-charitable subsidiary, Govanhill Community Development Trust, which 
also owns and manages a portfolio of commercial properties.  

1.5 The Association operates from our offices at Samaritan House, part of the former 
Royal Samaritan Hospital, which was refurbished by the Association in 2006. 

 
2. Staffing 

2.1 The Association’s current staffing structure involves 80 (full time equivalent) staff 
deployed as follows : 

• Director 

• Senior Management Team –  
o Director of Corporate Services & HR  
o Director of Development and Property Services  
o Director of Finance & ICT  
o Director of Tenancy Services  

• Corporate Services & HR Team 

• Development & Property Services Team 

• Finance & ICT Team 

• Tenancy Services Team  
 

• Govanhill Community Development Trust 
 

 
 



 

 

Govanhill Community Development Trust was established in 1991.  It is a company limited 
by shares with all shares held by its parent, Govanhill Housing Association.   The Trust has 
two main purposes: 

1.    To provide social, economic and environmental benefits for the Govanhill           

community  

The Trust acts as the community regeneration, development and support arm for 

Govanhill Housing Association.  The Trust has a wider role within the community working 

closely with the Association and delivers a wide range of activities.  

2.    The letting and management of a significant portfolio of workspaces 

The Trust has progressively expanded its role in providing workspace and office 

accommodation.   In doing so, the Trust has supported local economic development.  We 

have a range of tenants including private businesses, community organisations, social 

enterprises, entrepreneurs and others.  This role has protected a number of local buildings 

and provides an income that can be used to support the Trust’s wider purposes.   

 



 
 

 

 
Govanhill Housing Association provides a comprehensive range of services focused on the needs of tenants 
and owner occupiers in the Govanhill and Merrylee communities.  We carry out acquisition and improvement 
of tenemental stock as well as delivering a new build programme. We work closely with our subsidiary 
company, Govanhill Community Development Trust, whose community development and regeneration 
services complement our own role as a social landlord.  
 

 
SENIOR MAINTENANCE OFFICER 

 

 
EVH GRADE 8 - Spinal points 28 - 31 

£51,075 - £55,259 

We are looking for an experienced and motivated Senior Maintenance Officer to join our Property Services 
Team. 

Reporting to the Maintenance Manager, you will play a key role in delivering high-quality repairs, maintenance, 
and compliance services. You will oversee contractor performance, manage planned and reactive maintenance 
works, support staff development and ensure services are delivered efficiently, safely and in line with regulatory 
requirements. 

You will have: 

• Experience in housing, property maintenance, or construction. 

• Knowledge of repairs, planned maintenance and property compliance. 

• Experience managing contractors and budgets. 

• Strong communication and customer service skills. 

• The ability to work effectively within a fast-paced environment and support service improvement. 

As the Govanhill area has a diverse community, the ability to speak a community language is desirable. 
 

If you share our commitment to providing excellent services to our customers in Govanhill and 
Merrylee and would enjoy working within this diverse community, you can find further information 
in the Application Pack which can be obtained from our website: www.govanhillha.org or 
contact:  
 
Govanhill Housing Association, Samaritan House, 79 Coplaw St, Glasgow G42 7JG 
Telephone: 0141- 636 3626 Email: recruitment@govanhillha.org      
Closing date: Wednesday 5th August at 10 a.m. 
Interview Date: Thursday 20th August 2026 
 
If a disabled applicant meets the minimum criteria for the role they may be given the opportunity to demonstrate 
their skills, talent and abilities at interview. There may be occasions however where it is not practicable or 
appropriate to interview all applicants who meet the minimum criteria for the job. In certain recruitment 
situations, such as high number of applications for a role, we may wish to limit the overall numbers of interviews 
offered to both disabled people and non-disabled people. We will do this through scoring against both the 
essential and desirable criteria which are noted in the person specification for the role 

 
EVH conditions of service will apply.    
Govanhill Housing Association is committed to Equality of Opportunities and welcomes 
applications from all sections of the community 
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Job Description       

 

Job Title Senior Maintenance Officer 

Section Development & Property Services 

Grade Grade 8 

Date Reviewed June 2026 

The Senior Maintenance Officer plays a key operational role in supporting the Maintenance 
Manager to deliver high-quality, customer-focused maintenance services across Govanhill 
Housing Association's housing stock. The post holder is responsible for the day-to-day 
coordination and supervision of the Maintenance Team and external contractors, and takes 
a lead role in service delivery, compliance, void management and performance monitoring, 
deputising for the Maintenance Manager when required.  

 

1. Main Objectives & Responsibilities of Post 

 

1.1 Support the Maintenance Manager in delivering an effective, efficient and responsive 
maintenance service to all tenants, owner-occupiers and other customers of the 
Association.   

1.2 Take a lead operational role in ensuring the Association meets its compliance 
requirements in relation to tenant and resident safety, including gas, electrical, fire 
safety, asbestos, water hygiene, legionella, lift maintenance, and damp, 
condensation and mould management. 

1.3 Supervise and support the Maintenance Team on a day-to-day basis, ensuring high 
standards of performance, customer service and collaborative working.   

1.4 Oversee the operational management of contractors and contracts, ensuring work is 
carried out in compliance with contract terms, to the highest standard, with a focus 
on right first time, value for money and customer satisfaction.  

1.5 Take lead responsibility for void management, supervising void inspections and 
remedial works to minimise void rental loss and achieve timely re-lets.  

1.6 Contribute to budget monitoring, performance reporting and the development of 
maintenance policies and procedures.  

1.7 Ensure all maintenance activity is carried out in accordance with relevant legislation, 
Health & Safety requirements and the Association's policies and procedures.  

 

2. Accountability 

 

2.1 Day-to-day accountability to the Maintenance Manager and thereafter to the Director 
of Development & Property Services.   



2.2 Deputise for the Maintenance Manager during periods of absence or as otherwise 
required, exercising delegated authority and day-to-day decision-making within 
agreed parameters and the Association’s scheme of delegation. 

 
 

3. Principal Duties 

Operational Service Delivery 

3.1 Coordinate and supervise the day-to-day delivery of responsive, void and cyclical 
maintenance working in partnership with the Maintenance Team and external 
contractors, exercising appropriate autonomy in day-to-day operational decision-
making.   

3.2 Maintain productive and effective working relationships with contractors, consultants 
and colleagues across the Association to ensure a joined-up approach to service 
delivery.  

3.3 Ensure repairs and maintenance requests are processed, allocated and completed 
within the Association's defined response timescales, with a focus on right first time, 
VFM and customer satisfaction.  

3.4 Prepare and oversee the out-of-hours rota, ensuring appropriate emergency cover is 
in place at all times, including weekends and holiday periods.   

3.5 Oversee the management of the maintenance team helpdesk function, ensuring all 
requests are logged, tracked and closed out accurately.   

Void Management 

3.6 Act as the operational lead for void property management, supervising void 
inspections and the scheduling and completion of all remedial works required to 
bring properties up to the Association's letting standard.   

3.7 Liaise with the Tenancy Services team to align void completion with allocation and 
letting timescales to minimise rental loss.   

3.8 Monitor void performance, identify delays and implement corrective action to ensure 
turnaround targets are achieved.   

Compliance & Safety 

3.9 Support the Maintenance Manager in ensuring the Association meets all statutory 
compliance obligations across the housing stock, including gas safety, electrical 
safety, fire safety, lift maintenance, asbestos management, water hygiene and 
legionella control.   

3.10 Supervise compliance inspection programmes, ensuring all statutory servicing and 
testing is carried out within required timescales and that records are accurately 
maintained in the Association's IT system.   

3.11 Assist in the management of damp, mould and condensation cases, ensuring 
reports are investigated, remedial works are instructed promptly, and records are 
maintained to demonstrate regulatory compliance.   

3.12 Ensure all maintenance activity is undertaken in full compliance with Health & Safety 
legislation and the Association's H&S policies, including CDM requirements where 
applicable.  

Team Leadership & Development 

3.13 Provide day-to-day line management and supervision of the Maintenance Team, 
including regular one-to-ones, team meetings, performance development reviews 
and absence monitoring, providing visible leadership across the maintenance 
function and cover for the Maintenance Manager when required.  



3.14 Foster a positive, inclusive and high-performance team culture, supporting staff to 
develop their skills and deliver excellent customer service to all external and internal 
customers.  

3.15 Assist the Maintenance Manager with recruitment, induction and training of new 
team members as required.   

Contractor & Contract Management 

3.16 Oversee the day-to-day management of maintenance contractors, monitoring 
performance against KPIs, service levels and contract requirements, and taking 
action where standards are not met.  

3.17 Scrutinise contractor invoices for accuracy, querying where necessary, and 
authorise payments in accordance with the Association's financial procedures and 
delegated authority levels.   

3.18 Assist with the procurement of maintenance contracts and framework agreements 
as directed by the Maintenance Manager.  

Performance, Data & Reporting 

3.19 Maintain accurate and up-to-date records across all IT systems, ensuring data 
integrity and compliance with GDPR and the Association's data protection policies.  

3.20 Analyse repairs and maintenance performance data, produce KPI reports and 
identify areas for improvement, presenting findings to the Maintenance Manager.   

3.21 Oversee the in-house maintenance satisfaction surveys and that any dissatisfaction 
identified through either method is addressed with appropriate action. 

3.22 Contribute to reports for the sub-Committee and Management Committee as 
required by the Maintenance Manager.  

3.23 Support any relevant internal and external audits, including timely implementation of 
audit action points within the Maintenance Team.  

Budget & Financial Management 

3.24 Contribute to annual budget-setting for all aspects of maintenance expenditure and 
assist the Maintenance Manager in monitoring spend against budget.   

3.25 Ensure value for money is achieved across all maintenance activity, identifying 
savings opportunities without compromising service quality.   

3.26 Assist the Maintenance Manager with the preparation and presentation of monthly 
and quarterly actual and committed costs against budgets for the Maintenance 
Team. 

Customer Service 

3.27 Lead the delivery of exceptional customer-focused maintenance services, promoting 
a positive and empathetic culture within the team and with external customers.   

3.28 Review and respond to customer complaints and feedback, identifying lessons 
learned and implementing improvements in conjunction with the Maintenance 
Manager.  

3.29 Ensure all Maintenance-related responses to Complaints Policy enquiries, Subject 
Access Requests, Environmental Information Requests and Freedom of Information 
requests are made in line with policy, legal requirements and required timescales.  

3.30 Ensure all relevant enquiries, including those from Councillors, MPs, MSPs and 
Govanhill Law Centre, are handled promptly and accurately recorded.   

 

 

 



Policy & Continuous Improvement 

3.31 Play a key role in creating, reviewing and implementing policies and procedures 
within the maintenance function, leading on agreed service development initiatives 
and contributing to continuous improvement across the service.   

3.32 Stay up to date with relevant legislation, regulatory changes and best practice in 
housing maintenance, ensuring compliance and promoting improvement within the 
team.   

3.33 Be receptive to change and innovation, contributing ideas and supporting the 
implementation of new ways of working to maximise efficiency and service quality.   

 

4. Health & Safety 

 

4.1 Ensure all Health & Safety obligations are met in relation to the post and wider 
department requirements.  

4.2 Report any Health & Safety issues immediately to the Maintenance Manager or 
relevant member of staff.   

 

5. Audit 

 

5.1 Support any relevant internal and external audits, providing information as required 
and overseeing the timely implementation of audit actions within the Maintenance 
Team.  

 

6. Equal Opportunities 

 

6.1 Ensure all maintenance activities comply with Equal Opportunities and Human 
Rights legislation and best practice.   

6.2 Promote and engage in a culture that embraces equality, diversity and inclusion.   

 

7. Information & Confidentiality 

 

7.1 Ensure all Maintenance-related elements of responses to the Complaints Policy, 
Subject Access Requests, Environmental Information Requests and Freedom of 
Information requests are made in line with policy and legal requirements.   

7.2 Maintain confidentiality at all times and adhere to the Association's policies and 
procedures in this area.   

 

8. Other Duties 

 

8.1 Attend meetings including those outwith normal working hours as instructed by the 
Maintenance Manager.   

8.2 Stay up to date with relevant evolving legislation and policies to ensure compliance 
and promote best practice in maintenance.   

8.3 Carry out any other duties as required by the Association, commensurate with the 
nature and grade of the post.   



Person Specification      

 

Job Title Senior Maintenance Officer 

Section Development & Property Services 

Grade Grade 8 

Date Reviewed June 2026 

 

 Criteria Essential Desirable 

1.  Education & Qualifications 

1.1 Educated to at least Higher Level (or equivalent) in English 
and Maths, or able to demonstrate equivalent experience.   

✓  

1.2 Relevant qualification in building maintenance, construction, 
surveying or a related discipline.   

 ✓ 

1.3 Membership of a relevant professional body (e.g. CIOB, 
RICS, CIBSE or equivalent).   

 ✓ 

1.4 Evidence of continuing professional development relevant to 
housing maintenance.  
 

✓  

2.  Skills, Knowledge & Experience 

2.1 Significant experience in a housing maintenance role within a 
social housing or similar environment.   

✓  

2.2 Demonstrable experience of supervising staff, including one-
to-ones, performance management and team meetings.   

 ✓ 

2.3 Excellent building and technical knowledge, with 
comprehensive understanding of housing maintenance, 
building fabric and construction processes.   

✓  

2.4 Knowledge and experience of statutory compliance 
requirements including gas safety, electrical safety, fire 
safety, asbestos, water hygiene and lift maintenance.   

✓  

2.5 Experience of void management, including inspection, works 
scheduling and coordination with tenancy services.   

✓  

2.6 Demonstrable experience of contractor management, 
including monitoring performance against KPIs and 
scrutinising invoices.  

✓  

2.7 Experience of damp, mould and condensation case 
management, including knowledge of current regulatory 
obligations.  

✓  



2.  Skills, Knowledge & Experience 

2.8 Knowledge of Health & Safety legislation as it applies to 
housing maintenance, including CDM requirements.   

✓  

2.9 Experience of working with pricing mechanisms such as 
schedule of rates, average order value, time and materials etc  

✓  

2.10 Experience of analysing and reporting repairs performance 
data, including producing KPI and performance reports.  

✓  

2.11 Proficiency in housing management IT systems, digital repairs 
scheduling, Microsoft 365 (including Excel, Word, Teams and 
SharePoint).   

✓  

2.12 Experience of contributing to budget monitoring and financial 
reporting.   

 ✓ 

2.13 Knowledge of the Annual Return on the Charter (ARC) and 
Scottish Social Housing Charter requirements.   

 ✓ 

2.14 Understanding of pre-1919 tenemental stock and associated 
maintenance considerations.   

 ✓ 

2.15 Experience of managing or contributing to an out-of-hours 
emergency maintenance rota.   

✓  

2.16 Experience of deputising for a manager or operating with 
delegated authority within a maintenance or property service. 
 

 ✓ 

3.  Skills & Qualities 

3.1 Customer-centred approach with the ability to deliver and 
embed a culture of excellent service within the team.  

✓  

3.2 Excellent communication skills, with the ability to liaise clearly 
and effectively, including translating technical information for 
non-specialist audiences.   

✓  

3.3 A data-led approach to decision making and a systematic 
approach to managing competing priorities.   

✓  

3.4 Strong people management skills, with the ability to motivate, 
develop and hold a team to account.   

✓  

3.5 Ability to form effective working relationships with internal and 
external customers and to work across organisational teams.   

✓  

3.6 Ability to analyse problems, identify solutions and implement 
effective improvements.   

✓  

3.7 Highly organised with the ability to manage a varied and busy 
workload and meet competing deadlines.   

✓  

3.8 Receptive to change and innovation, with a commitment to 
continuous improvement in service delivery.  
 

✓  

 



4.  Personal Characteristics 

4.1 Flexible approach, including willingness to work outwith 
normal office hours when required.   

✓  

4.2 Problem solver, with a practical and positive approach to 
resolving operational challenges.   

✓  

4.3 Values-based approach to customer service and team 
management.   

✓  

4.4 Committed to equality, diversity and inclusion in all aspects of 
service delivery and team leadership.  

✓  

4.5 Ability to maintain confidentiality at all times.  
 

✓  

5.  Other Requirements 

5.1 Full driving licence and access to a vehicle. 
 

 ✓ 

 

 



 

 
 
 
RECRUITMENT OF SENIOR MAINTENANCE OFFICER 
 
SUMMARY OF PRINCIPAL TERMS AND CONDITIONS OF EMPLOYMENT 
 
Govanhill Housing Association is a member of ‘Employers in Voluntary Housing’ (EVH) and 
the terms and conditions for this job largely follow the EVH terms. A summary of the 
principal areas are as follows: 
 

Salary Scale 
The current EVH salary scale for this job is Grade 8 (Spinal Points 28-31) - £51,075 - 
£55,259 p.a. 
 

Hours of work 
This post is for 35 hours per week.  A flexible working system is in operation.  

 
Holiday Leave 
25 working days holiday leave and 15 days general and public holidays (pro-rata) is 
available. 
 
 
Pension Scheme 
The Association is a member of the Scottish Housing Associations’ Defined Contribution 
Pension Scheme which you have the option of joining. 
 

Notice Period 
One month by either party. 
 
This summary is for general guidance of applicants and will not form part of the 
contract of employment. Any offer of employment will be subject to the receipt of 
satisfactory references. 
 
 


