Berkshire Women’s Aid

Job Description

Job title: 

Property Coordinator 

Job Purpose: 
To assist the Refuge manager in the practical aspects and property management of running refuges in Reading (also Wokingham and Bracknell when needed)

Accountable/

Reporting to: 

Refuge Manager

Line Manager for: 
None

Key tasks and Responsibilities: 

· Collect and bank cash rent on a timely basis.

· Complete monthly health and safety assessments of each Reading refuge and the Reading Offices

· Ensure that when advised Health and safety Legislation is followed 

· Make a log of reactive tasks, preform minor repairs and liaise with the refuge manager for all repairs needing external contractors
· Undertaking some minor repairs and maintenance, for example painting and decorating
· Arrange contactor appointments to ensure repairs are carried out in a timely manner

· Arrange for at least two quotes for any major works/repairs required

· Compile a health and safety management information folder of all contactors completing major repairs 

· Complete staff DSE assessments

· Replenish all first Aid Kits as and when required

· Assist refuge workers with the daily checks of refuges

· Complete and record weekly water temperatures/ flushing’s and quarterly descaling for each Reading refuge and Reading Offices

· Complete annual asbestos risk assessment reports for Refuges and Reading Offices

· Ensure Fire, Health and Safety/Legionella reports are reviewed annually
· Ensure a valid land lords gas safety certificate is in place for all managed properties.

· Responsible for the safe filing and archiving of repairs and renewals information

· Order emergency food and cleaning materials for each refuge

· Order furniture and equipment for the refuges as and when required

· Stock take of linen and other essential equipment

· Organising and sharing delivery of donated goods

· From time to time as required to assist the Refuge Team ensure that accommodation is prepared for families to occupy

· Support residents who are accommodated in stage two refuges to take responsibility for assisting with health and safety of the refuge

· Support residents who are accommodated in stage two refuge with working towards a certificate in housing management

· Assist the refuge manager with any handover or opening of properties 

· Attend meetings with the refuge manager as and when requested

· Any other duties requested by the refuge manager or management team
· Maintain BWA’s asset register
· Work within and support BWA’s policies and procedures

· When providing direct contact with the women you must provide a non-directive, non judgmental service to clients

· Be supportive and empathetic to BWA’s clients, ensure they receive due care and attention

· Promote equality of opportunity in providing the service and in working with others within BWA

· Maintain client and resident confidentiality

· Maintain all health and safety procedures

· Report any safe guarding issues observed to the refuge manager or the management team immediately
Authority:

· To work on own initiative within the job remit of the properties coordinator

· To balance the petty cash books and can spend up to £50 for renewals/repairs without the need for authorisation

· This job description encompasses all tasks that assist with keeping the refuges safe and comfortable houses to live in. The extent to which these tasks are carried out may vary from time to time and from refuge to refuge as directed by the refuge manager and or the management team.

The above is not an exhaustive list of duties and your will be expected to perform different tasks as necessitated by your changing role within the organisation and the over all business objectives of the organisation.
Person Specification

Property Coordinator
Experience, skills and knowledge, may have been gained in paid and unpaid work

Essential Experience / skills
· experience of work related cleaning
· understanding of basic maintenance work and the ability  to use associated tools and equipment

· basic knowledge  of Health & Safety at Work Act

· be able to follow straightforward oral and written instructions

· maintain confidentiality of service users and staff. advocate for someone who experiences discrimination and oppression

·  the ability to work within a team

· the ability to work alone 
· a self starter who can use their own initiative

· full clean driving licence 

· active with good levels of fitness

· able to move  equipment  and handle “loads”
Berkshire Women’s Aid

Terms and Conditions

Post:


Property Coordinator
Salary:


FTE £17,514-20,994 Pro rata £8,407-£10,077
Hours:


18 hours per week 

Place of work:
The post will be based in Reading.  Some travel may be necessary – travel expenses are reimbursed.

Annual leave:

25 days per annum pro rata, plus annual increments

Employer:

Berkshire Women's Aid, a charity and company limited by guarantee

Pension scheme:
BWA currently operates a Statutory Auto-Enrolment Pension Scheme, which is managed independently by the Pensions Trust for Charities and Voluntary Schemes.  
Line management:
The Property Coordinator is accountable to the Refuge Manager, who reports to the Chief Executive.
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