
 
 

JOB DESCRIPTION 
 

 
POST OF  : REPAIRS ASSISTANT 
 
SALARY  : GRADE 4 - PA9-PA12 (£19,827 to £22,421) 
 
RESPONSIBLE TO : MAINTENANCE MANAGER  
 

 
 
1. GENERAL RESPONSIBILITIES 
 

1.1 The Repairs Assistant will provide effective and efficient 
administrative support to the Maintenance Department covering all 
aspects of repairs and maintenance. 

 
1.2 The Repairs Assistant will assist in providing a prompt and effective 

property management service to tenants, sharing owners, owner 
occupiers and others, they will deal with initial enquiries covering all 
aspects of repairs and maintenance.  

 

1.3  The Repairs Assistant will ensure that day to day activities are 
undertaken through to completion in order to ensure efficient and 
effective delivery of the maintenance function. 

 

1.4 The Repairs Assistant will be responsible for ensuring that all 
procedures are being adhered to and will ensure all systems are 
continually updated. 

 

1.5 To provide an effective and efficient Reception service to the 
Association’s tenants and owners 

 

2. SPECIFIC DUTIES  
 

2.1 Day to Day Repairs  
 

 To operate the Association’s computerised repairs system 
including the recording and instruction of repairs.  

 To ensure that tenants receive a copy of the work order together 
with a customer satisfaction survey. 

 To ensure that owner occupiers receive a copy of the work order 
whenever a common fault is reported together with a customer 
satisfaction survey. 



 

 To ensure that work orders are emailed / posted to contractors. 

 To deal with general repairs enquiries received from 
tenants/owners. 

 To input gas servicing appointments onto computerised diary. 

 To maintain the key book and cabinet including the logging of all 
keys on issue and return.  

 To undertake repairs satisfaction telephone surveys. 

 To raise work orders received from contractors for out of hours 
repairs and to organise any follow up works required keeping 
tenants and owner occupiers informed of progress. 

 To update contractor completion times on the computerised 
system and to chase up contractors where required. 

 
2.2 Reception Duties  

 

 To answer calls, deal with routine enquiries from both the public 
and other agencies and refer non-routine enquiries to the 
appropriate staff of the Association.  

 

 To take rent or factoring payments and receipt, including callpay 
payments. 

 

 To take and receipt laundry token or any other sundry payments. 
 

2.3 Miscellaneous  
 

 To work closely with all other staff of the Association to ensure 
the delivery of an effective and efficient service to all its 
customers.  

 

 To respond to all customers in a prompt, polite and effective 
manner.  

 

 To deputise for other Property Management Staff or to provide 
relief cover to other sections as instructed by the Maintenance 
Manager, Depute Director or Director.  

 

 To attend training courses, seminars and conferences as 
required.  

 

 To carry out other specific tasks as instructed by the Maintenance 
Manager, Depute Director or Director.  

  


