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Welcome from Paul Shergold, Director of Operations 1.

I am delighted that you are interested in finding out more about joining us at PHA
Homes. 

We are a small, forward thinking Housing Association based in Petersfield, Hampshire
and we also have properties in Alton, Havant and in the villages around Petersfield. 
 We are passionate about providing high quality services to our residents.

We currently own and manage around 340 properties and have an active programme
of sustainable development; we also provide management services for other
associations.

Information regarding our activities can be found on our web site:
www.phahomes.co.uk.  

We have experienced steady growth over the last few years with 9 staff and a £2m
turnover and we are a financially robust organisation. As a small association, we
continue to punch above our weight and are committed to our strategic goals. 

The successful candidate will report directly to me and enjoy a role that has a wide
remit and responsibility, based out of spacious and modern offices in the centre of
Petersfield.

I joined PHA Homes 5 years ago as the Property Manager and have been fortunate
enough to be able to progress my career with the business. I was initially drawn to the
role because it gave me the opportunity to work for a local housing association,
directly working with residents to help improve their homes, whilst utilising the
variety of skills that I have built up across all areas of maintenance within the housing
sector. 

Working for PHA Homes in the Maintenance Manager role will give you the
opportunity to work with a small, dedicated, hardworking team, all working together
to make a difference.    

This is a key role in our association, and I look forward to receiving your application. 

Paul Shergold
Director of Operations

Maintenance Manager Candidate Brief 

http://www.phahomes.co.uk/


4

2. Our Key Values

Professional, effective and efficient. Regularly examining how and what we do will
help us find different ways to do things better in the future.
Honest and accountable. We will be open and honest about our business; what we
do and how we do it.
Proactive partnerships. We want to be a partner of choice; ensuring the best of our
skills and resources to deliver more for our residents. 
Community focused. We will put the needs of our residents and communities at
the heart of what we do.
Embracing diversity. We will work with our residents to ensure that our services
remain responsive to their changing needs and aspirations going forward.
Ensuring robust financial management and value for money. We will control our
costs, increase income and meet the targets in our Value for Money statement.

To maintain flexibility and embrace opportunities as they arise
To understand and respond to residents’ changing needs and aspirations
To ensure our assets meet the needs of both current and future residents
To develop good quality homes which address local need
To work proactively in partnerships to deliver more homes and better services to
our residents
To maintain robust financial management to enable future growth

People and Homes Count:

1.

2.

3.

4.

5.

6.

Our Strategic Objectives: 

1.
2.
3.
4.
5.

6.
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3. Role Profile and Person Specification

JOB TITLE:         Maintenance Manager

REPORTS TO:   Director of Operations 

OVERALL AIM:   
To manage all maintenance programmes to ensure that the Association’s property
stock is maintained, renovated and improved in a timely and cost-effective manner
and to approved standards. 

KEY RESPONSIBILITIES AND OUTCOMES
1. Responsible for day-to-day management of the maintenance service to include
handling of complaints.

2. Using Stock Condition Survey data, propose and schedule a 1-5 year and a 30-year
programme across all maintenance services for the Director of Operations with
associated costs in time for the annual budget preparation.

3. Manage the annual repairs and maintenance budgets and report on a quarterly
basis.

4. Implement, monitor and report on the approved planned and cyclical programmes.

5. Monitor, manage and report on the quality of work across the repairs and
maintenance service.

6. Manage void properties efficiently & effectively

7. Compliance management (Gas, Electric, Asbestos, Legionella & FRA’s)

8. Work with the Director of Operations to develop, review and update policies and
procedures relating to asset management.

9. Keep up to date with any changes in legislation and regulation that affect the
organisation regarding property matters and advise the Director of Operations
accordingly. 

10. Maintain good communications with residents and where applicable, residents’
groups, ensuring they are kept well informed about any maintenance matters that
may affect their day-to-day living. 
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3. Role Profile and Person Specification

Stock condition survey data
Contracts
Void process
Gas servicing
Electric safety checks
Energy efficiency certificates
Asbestos register
Legionella 
Health and safety compliance across PHA Homes stock

11. Liaise with external agencies and consultants as necessary, seek tenders/quotes
from contractors, agree programmes and ensure compliance with PHA Homes
financial regulations.

12. To maintain and update the ‘Approved Contractors’ list ensuring all H&S &
insurance documentation is up to date.  

13. Responsible for the input, management and monitoring of: -

The list is not exhaustive.

14. To check all invoices from contractors for accuracy and pass to the Director of
Operations for authorisation.

15. To be responsible for producing reports as required by the Director of Operations or
the CEO.

16. Work within the requirements of the law, company policies and procedures,
performance targets, financial regulations and standing orders.

17. Undertake all clerical and administrative tasks associated with the post and keep
accurate and up-to-date records on all maintenance matters.

18. Meet all targets and objectives as agreed with, and set by, the Director of
Operations.
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3. Role Profile and Person Specification

General Obligations:

1. Attend meetings, conferences and training courses as required.

2. Promote a caring, helpful and unbiased attitude towards all residents and other
members of the general public and to maintain professional standards in all such
dealings.

3. Play a role in the ‘team approach’ to all aspects of the Company’s activity and
provide such cover for absent colleagues as may be reasonably requested.

4. Promote and implement the Company’s Equal Opportunities Policy in all aspects of
the post holder’s work and in dealings with outside agencies.

5. Promote and implement the Health & Safety Policy

6. Further the Company’s attitude to quality and identify improvement ideas in all
areas of work.

7. General office duties to include cash collection, banking, post, reception and
telephone cover when required.

8. Carry out any other duties which may be identified by the Director of Operations
and which are commensurate with the grade and work category.

Maintenance Manager Candidate Brief 
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3. Role Profile and Person Specification

Maintenance Manager Candidate Brief 

Essential Criteria
 

A pro-active, can do attitude to
delivering an excellent repairs service

 
Technical knowledge sufficient to
support the delivery of responsive
repairs, planned maintenance and

cyclical maintenance across a variety
of properties

 
Experience of working with stock

condition survey data
 

Proven experience of delivering high
quality services in a customer focused

environment
 

Experience of managing 
budgets

 
Experience of developing, managing

and monitoring contracts
 

Proven influencing & negotiating skills
 

Full driving license 
 

Excellent working knowledge of
Microsoft Office packages

 
Excellent oral & written

communications
 

Excellent attention to detail

Desirable Criteria
 

Up to date knowledge of building
maintenance, Decent Homes

standards and legislation
 

Experience of working in the social
housing sector

 
Experience of producing

specifications for repairs, planned
improvements and corrective works,

 
Experience of developing services in

consultation with customers and
stakeholders

 
Experience of building relationships

with external agencies
 

Experience of working with tenant
engagement groups 

 
Relevant professional qualification

 
IOSH / NEEBOSH qualified

SMSTS qualified
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4. Structure Chart
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5. Recruitment Process and Key Dates

Thank you for your interest in the role of Maintenance Manager with PHA Homes. 

We have been engaged to manage the recruitment process and as such all
applications should be emailed to Hilary@hilarychanningassociates.co.uk

Please read through these brief guidance notes prior to making your application so
that you are clear on our requirements. 

Your CV
Please keep this concise and a maximum of 4 sides of A4.  When you’re providing
information about your past employment, please clearly explain any employment
gaps and ensure we have an up-to-date contact number, home address and email
address.  
  
Your Supporting Statement
Please keep to a maximum of 2 sides of A4.  This is your opportunity to demonstrate
your suitability for the role and in doing so we would like you to focus your statement
broadly around the requirements in the Person Specification, specifically outlining
what the added value of your appointment would be to PHA Homes.     

Once you have your CV and Supporting Statement ready, there is Declaration Form on
our website which needs to be completed and an Equality and Diversity Form which
you are invited to complete. 

The closing date for applications to be considered is by 9am on Friday 28 May 2021. 
  
We will acknowledge your application within 24 hours of receipt, so in the event you
do not receive this acknowledgement, please let us know so that we can check.   
 Please remember to check your junk files and make our email address safe. Please
also note that proof of emailing does not mean proof of receipt.    

Please take time to review our Privacy Statement on our website before making your
application.  This will tell you how we hold and use your information.   

If, having read all the information, you would like an informal chat with Hilary
Channing please email to schedule a call back. 
 Hilary@hilarychanningassociates.co.uk or call 07718 627740. 

Candidates who are longlisted by PHA Homes will be invited to attend an interview on
Monday 7 June 2021 with Denise Rajchel, Chief Executive, Paul Shergold, Director of
Operations and Hilary Channing, MD Hilary Channing Associates.  
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6. Summary of Key Terms

This is for information only and does not form part of any contractual obligation

Salary: £35,500 rising to £37,845 after successful completion of the Probationary Period
 
Hours: 37 per week

Notice Period: 1 month

Probationary Period: 6 months

Annual Leave: 25 days rising to 28 days with service

Pension: Choice of contributory pension schemes

We have an Employee Assistance Programme and there is free parking at our modern
offices in Dragon Street in Petersfield.

Maintenance Manager Candidate Brief 



Are you genuinely passionate about customers and enhancing their quality of life
in their homes? 
Do you have a pro-active, can do attitude to delivering an excellent repairs service?
Are you excited by change and looking for a role that is interesting and diverse in
its remit? 
Can you work collaboratively with a small team, yet effectively manage all aspects
of your own busy workload? 

Maintenance Manager 
Petersfield, Hampshire
£35,500 rising to £37,845 per annum (after successful completion of probationary
period)  

If the answers to the above are yes – read on, we may just have the role for you!

We are looking to appoint a Maintenance Manager who will report into the Director of
Operations and have responsibility for ensuring the Association’s property stock is
maintained, renovated and improved in a timely and cost-effective manner.

The successful candidate will need technical knowledge sufficient to support the
effective delivery of responsive repairs, planned and cyclical maintenance, as well as a
working knowledge of compliance and budget management.  Ideally you will have
experience of working within social housing or a regulated sector.  

Your performance driven style and ability to see projects through from inception to
completion, whilst managing competing demands, will be vital to ensure you get the
best for our residents. You will be fully conversant with Microsoft Office, have a keen
eye for detail and be able to carry out all administrative tasks required in the role.

A full driving licence and vehicle is essential for this role. 

Why not take a look at the Candidate Brief which offers more information about this
role and PHA Homes at  www.hilarychanningassociates.co.uk/vacancies

Closing date for applications: 9am Friday 28 May 2021

Whilst we make every effort to provide accurate information in this Candidate Brief,
we do not take responsibility for any errors of omission or inaccuracy which may
arise.   If you need clarification on any point, please raise this directly with the client.  
Thank you.
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7. Advert
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