______________________________________________________________________________
Job description

	Date:
	November 2024


_____________________________________________________________________

	Department:

	Property and Projects 

	Post number:

	PRPMFF018

	Section:

	Property Maintenance 

	Job title:

	Working Trades and Services Supervisor (Fabric)

	Grade:

	Grade 7


_____________________________________________________________________

Main purpose of job

To be responsible to the Assistant Programme Manager (Fabric) for:

· Assisting with the day-to-day delivery, coordination and monitoring of the fabric maintenance programme for council assets, along with relevant bespoke projects and reactive repairs.

· The organisation, deployment and supervision of the direct labour force within the section.

· Assisting in the efficient and effective running of the Property Maintenance operation generally, through liaison with colleagues across the service, the department and wider organisation, building occupiers, and contractors.  

· The effective ongoing management and monitoring of assigned contracted services for fabric projects.

· Pre and post-inspection of the work of the direct labour force and assigned contracted services to ensure compliance with work specifications and quality of workmanship.


Summary of responsibilities and personal duties

1. Carry out the full range of work associated with his or her trade to ensure the delivery of a high quality, responsive and customer focused service.
2. Supervise all assigned operatives, apprentices and contractors, to assign and prioritise jobs as necessary and to ensure that these jobs are completed in a timely and efficient manner.
3. Assist in the coordination of the direct labour force with contractors and the electrical maintenance team to ensure timely and efficient completion of maintenance activities.
4. Assist in the implementation, delivery and monitoring of a fabric planned maintenance programme and bespoke projects for all the council’s properties and installations, including coordination with all relevant stakeholders.
5. Order and source all materials, plant, equipment and contracted services including the raising and processing of purchase orders, utilising council systems for assigned maintenance works ensuring prompt delivery of materials, plant, equipment and services on-site.
6. Use all transport, plant and equipment supplied, and to work as required in all areas of the city.
7. Carry out site pre-inspections, assess the nature and scope of work required, and to measure up jobs where required to do so, using all documentation and equipment supplied.
8. Assist the Quantity Surveyors, and other members of the Fabric Maintenance Team in the pricing of maintenance works and claims for payment.
9. Ensure that all work is carried out in accordance with Health & Safety at Work legislation, council policies and safe systems of work, including the completion of any associated documentation and procedures.
10. The management and monitoring of contracted services for fabric maintenance works and projects including programming of contracted works, and co-ordination with in-house and other contracted services, for assigned works orders.
11. Contribute to the implementation of overall department aims, values, and objectives as a member of the fabric maintenance team.
12. Assist in the implementation and management of systems and processes for liaison with departmental project teams in respect of the construction, and handover of new-build and major refurbishment projects.
13. Liaise and coordinate with clients, customers, other council officers and contractors as necessary.
14. Participate in the delivery of a 24-hour callout service if so required.

15. Assist in the deployment of a business continuity plan as part of the council’s identified critical services, forming part of the corporate emergency plan, as necessary.

16. Carry out effective pre and post-inspection of the work of the direct labour force and assigned contracted services to ensure compliance with work specifications and quality of workmanship, identifying defective or sub-standard work and resolving or escalating appropriately.

17. Liaise as necessary with all Property Maintenance staff including other members of the Fabric Maintenance Team and the M&E Services Team as required to ensure that an integrated approach to service-delivery is maintained at all times.

18. Assist in the implementation, management, and monitoring of information systems solutions and technology in line with the unit’s evolving needs and responsibilities including the use of all ICT hardware and software supplied, appropriate to the role.

19. Provide advice and guidance on building fabric matters as required.

20. Assist in the implementation of effective individual performance management processes in respect of all assigned staff.

21. Participate in working groups, project teams and other ad hoc groupings as directed by the Assistant Programme Manager (Fabric).

22. Represent the Assistant Programme Manager (Fabric) as required within the post-holder's sphere of responsibility. 

23. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

24. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

25. Participate as directed in the council’s recruitment and selection procedures.

26. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

27. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

28. Undertake such other relevant duties as may from time to time be required.



This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description, but which are commensurate with the role.















Employee specification

	Date: 
	3 February 2026


____________________________________________________________________

	Department:

	Property and Projects

	Post number:

	PRPMFF018

	Section:

	Property Maintenance 

	Job title:

	Working Trades and Services Supervisor (Fabric)

	Grade:

	Grade 7


_____________________________________________________________________

Essential criteria

Driving licence, qualifications and experience

Applicants must, as at the closing date for receipt of application forms:

· possess a full, current driving licence which enables them to drive in Northern Ireland or have access to a form of transport which enables them to meet the requirements of the post in full;
· be in possession of a City & Guilds level 2 or NVQ level 2 qualification in a construction related discipline; and
· be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in a supervisory capacity gained within the building industry dealing with the construction of buildings or the repair and maintenance of building fabric, preferably gained in within a large, diverse organisation with a broad property portfolio.  


Desirable criterion

In addition to the above driving licence, qualifications and experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in a supervisory capacity gained within the building industry dealing with the construction of buildings or the repair and maintenance of building fabric, preferably gained in within a large, diverse organisation with a broad property portfolio.  








Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:

Communication skills
The ability to convey operational instructions and information with clarity, listen to and absorb information and convey it to others accurately.

Customer care skills
The ability to recognise the need to respond appropriately to the needs of all customers.

Health and safety awareness
An understanding of health and safety risks in a high-risk environment.

Leadership and supervisory skills
The ability to lead and set clear work targets for individuals and a small team, and the ability to monitor performance against these targets.  The ability to demonstrate operational tasks and procedures to staff.

Decision making and analytical skills
The ability to make day-to-day operational decisions about work allocation and priorities which affect a number of people.

Technical knowledge
An understanding of building fabric work and relevant technical knowledge.

Initiative and team working skills
The ability to work effectively both independently and as part of a team, to be able to think creatively about methods and service improvements and to have a clear style of exposition.  The ability to encourage the team to focus on outcomes and review the performance of the team.
_____________________________________________________________________________________________
Working Trades and Services Supervisor (Fabric)

