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Job description
Estate Services Coordinator
· Grade:		Principal Officer 1 (PO1)
· Reports to: 	Estate Services Area Manager 	
· Direct reports:	5-7  
· Your team: 	Estate Services 	
· Service area: 	Neighbourhood Services	
· Directorate: 	Homes and Neighbourhoods 

	Special requirements of the post 

	· Workstyle: Frontline (Full presence, working in the borough full time). Colleagues whose role is delivering frontline services to residents, visitors, businesses and/or other colleagues while present in the borough and activities cannot be done remotely.
· Weekend working, on a rota basis, is a requirement of this post, working approximately one weekend in eight
· Attendance at evening meetings (when required) and out of hours commitments

	This post requires a DBS check at the appropriate level – Basic

	This post is subject to the council’s declaration of interest procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
· To ensure estates are maintained at the highest possible standards of cleanliness, fire and general safety, security, and appearance

· Leading a team of caretakers, responsible for all aspects of their line management

· Responsible for monitoring and taking corrective actions of services associated with estate management functions, such as waste and recycling, grounds/greenspace maintenance, communal repairs, and estate lighting.

· To work collaboratively, developing strong working relationships with other teams and partner agencies, such as refuse, repairs, new build and project teams, tenancy management, community safety, police etc.    
Key responsibilities
· Manage a dispersed team of caretakers, including mobile relief and agency caretakers, to ensure they provide a high-quality, safe, and responsive service on our estates, following Council policies and procedures. This includes (but not limited to) inducting and assessing new starters, supporting team training and development, conducting regular one-on-one supervision and team meetings, assessing health and wellbeing, ensuring strict compliance with health and safety, managing performance, conduct, and sickness absence. To assist as required in the measurement of caretaker workloads. Ensure appropriate staffing levels are always maintained and keep accurate staff management records

· Provide caretaker supervision on a rotating basis during weekends. This will typically involve working one weekend in every eight weeks. Arrange suitable cover if unable to meet the scheduled weekend and ensure scheduled weekends are made up
· Regularly inspect and monitor all communal areas and services provided within the management area, including cleaning standards, estate lighting, horticulture, communal repairs, waste collections, play areas, sports pitches, and garages, to ensure the highest standards are met. The Estate Services Area Manager and procedural requirements will determine the frequency of these inspections. Follow up on remedial actions and track to completion

· Ensure all health and safety tasks, including fire safety inspections and fire risk assessment actions, are completed within target times and in accordance with procedures.  Update associated records on management systems and work closely with Corporate and Neighbourhood H&S colleagues.

· Thoroughly review inspection reports, as well as feedback and complaints from residents and Members, to identify and address areas of concern. Provide clear, accurate, and well-written responses to correspondence from residents, their representatives, councillors, MPs, Council staff, and other agencies regarding estate services matters, ensuring all replies are delivered within the required timeframes. Additionally, respond to phone calls and messages with helpful and precise information as needed.

· Maintain your own estate performance reports and keep an oversight of accurate records relating to caretakers’ storage and the maintenance of machinery, materials, and equipment. Regularly inspect caretaker storage areas and welfare facilities to ensure full compliance with health and safety regulations. Ensure caretakers consistently order appropriate levels of cleaning materials and equipment, and that they always have adequate supplies of Personal Protective Equipment (PPE) to carry out their duties safely. Work closely with Health & Safety colleagues to promptly address and resolve any concerns.

· Respond to emergencies by assisting affected residents, emergency services, utility companies, and other service providers. Take necessary measures to minimise inconvenience and protect the Council's property from damage

· To work as a team with other Estate Services Co-ordinators based in the area, covering duties during absences, as directed by the Estate Services Area Manager, and handle enquiries not associated with your allocated patch. Additionally, collaboratively work with other council teams and partner agencies to address complex issues, including antisocial behaviour, to achieve the best outcomes for our residents

· Oversee Tenant Management Organisations (TMOs) and Co-operatives, ensuring that everyone involved in the Management Agreement understands and fulfils their responsibilities. This includes inspecting TMO-managed properties and reporting any breaches to the relevant Council teams

· Work with Tenants and Residents Associations (TRAs), leaseholder groups, Tenant Management Organisations, and other recognised bodies on estate-related matters. This includes attending and actively participating in residents' meetings, some of which may be in the evenings. Additionally, conduct regular joint inspections of estates in your management area with TRAs, ward Councillors, and managers

· Share your ideas for improving services and help develop and implement new policies, procedures, and guidelines. Also develop thorough local knowledge of the estates, communities and neighbourhoods we serve, using this knowledge to help shape services and improvements to meet the needs of our residents/communities. This includes producing estate development and making plans recommendations for improving communal areas and estates grounds, working with relevant teams and seeking funding opportunities

· Use the agreed IT systems provided for recording information in relation to caretaking and fire safety inspections and other work streams, including any new IT systems introduced associated with your work

· To have awareness and comply with safeguarding requirements, including the reporting of any concerns you have about someone who is vulnerable

· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.

Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Demonstrated experience in providing services to the public
	Essential

	2
	Demonstrated experience in leading and managing a team of staff, to work flexibly and collaboratively, including leading their development and training, addressing conduct, performance, and disciplinary matters. Must manage your team’s work to ensure service priorities and targets are met and that Check ins are carried out regularly.
	Essential 

	3
	Skills, knowledge and experience of Health and Safety legislation and practice, relevant to the provision of caretaking and estate services. Must undergo all H&S training and study relevant to the post, including professional accredited H&S studies e.g., NEBOSH/IOSH 
	Essential 

	4
	Knowledge of estate services including grounds maintenance, refuse and recycling, repairs, and cleaning practices, with an ability to inspect and assess the quality of work undertaken, analyse information to aid the monitoring of service standards and take corrective management actions to address issues when necessary.  
	Essential

	5 
	Strong verbal and written communications skills, with experience of letter and report writing, and ability to deliver presentations; able to successfully liaise with staff, managers, residents, other teams/ departments, councillors and MPs, external agencies, and contractors, with demonstrable experience of maintaining positive working relationships 
	Essential 

	6
	Must demonstrate a flexible approach to team working, be self-motivated and self-disciplined; able work on your own initiative, think creatively and be solution focused 
	Essential

	7
	Must be able to cope with the physical demands of the job including climbing stairs, covering long distances to carry out inspections across all parts of Islington Council estates, in all weathers and must be able to work under pressure, meeting performance targets in a fast-moving environment; 
	Essential

	8
	Able to manage resources, including staff resourcing, to set and meet performance targets and provide effective monitoring arrangements to achieve these
	Essential

	9
	Ability to actively participate in the development and implementation of new policies, procedures, and written guidelines
	Essential 

	10
	Must attend evening meetings, as required, with reasonable notice, provide on-site weekend management cover on a rota basis, and assume out of hours commitment as necessary 
	Essential

	11
	Ability to adhere to the council’s equalities policies and procedures
	Essential


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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