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Everyone in a better place
Housing | Wellbeing | Community | Learning

Who we are
We’re here to help get people to a better place
Since 1973, Tyne has stood by the North East’s most vulnerable
people. Through our housing, support, healthcare, training and
investment in communities, we help get people to a better place.

Better support
Support from Tyne starts with the relationship, no two people are the
same, so we lead with progressive and individual support. It could be
finding a home, breaking an addiction or building skills for the future,
we can provide stability, safety and straight-talking guidance.

Better opportunities
Beyond helping individuals, we invest in the region and in our
communities. Our independence empowers us to work with an open
mind, embracing new opportunity that can influence change and
transform lives.

Better together
Our belief in people is at the heart of everything we do. We are there
when people need us most because we see potential in every person.
It is our team who put our belief into action and go the extra mile,
giving everyone a chance to get to a better place.

Our Values
We believe in people
We believe in their strength, willpower and courage.
We believe in each other, in those we support and in our community.

We won't give up
We stand by our region's most vulnerable people, we believe that
everyone deserves a chance to get to a better place.

We activate change
We are a catalyst for change, supporting small steps that lead to
bigger transformations.

We're better together
We invest in our region and our communities.
We’re serious about progress and take pride in our relationships.
We work with an open mind and embrace new opportunity.

Recruitment Pack:
Compliance and Maintenance Officer
Hello, thanks for your interest in this role as a Compliance and
Maintenance officer. It's an exciting and interesting role that is unique
within our organisation.
As the Compliance and Maintenance officer you will play an important
role across the Tyne Group maintaining the safety of our properties and
helping to keep our residents safe and secure in their homes. You will
support the business to ensure we are an excellent landlord by making
certain that our compliance targets are met, for instance overseeing fire
alarms, fire doors, legionella control, gas and electrical safety.
We are looking for a highly organised, observant, and motivated
individual that can think outside of the box and look for problems before
they occur. You will be required to be a driver with the use of a personal
vehicle to visit all of our properties on a regular basis.
You must have an excellent understanding of the fabric of a property
and be able to work methodically to solve issues, trace the root cause
and make the best value for money decisions regarding the remedial
actions.
You will log repairs with contractors, ensure they are done to a high
standard and in a timely manner as well as carry out the occasional
handyperson repair yourself. You should be able to communicate issues
clearly to a range of people, including residents, staff, and external
contractors.
Sometimes residents may feel that you are the person that they wish to
discuss issues with initially, so it’s really important to be empathetic, a
good communicator with strong active listening skills.
It’s a challenging job but an incredibly rewarding one.

Job Description
Job Title:

Compliance and Maintenance Officer

Responsible to:

Head of Maintenance & Compliance

Location:

Based in Newcastle with travel across
Tyneside and South Northumberland

Job Purpose:

This role will help Tyne to ensure compliance
with a range of statutory and regulatory
requirements and enable the provision of
high quality accommodation and services
to the people who live in our properties and
come to access our other services across
the region

Main Duties:
● Ensure that key risks areas of health and safety, fire risk, gas
servicing, electrical safety, asbestos, legionella and any other
agreed factors meet strict compliance.
● Work collaboratively with colleagues, contractors and external
health and safety consultants to ensure a safe, cost effective,
high quality maintenance service.
● Communicate effectively with colleagues, customers and
contractors to ensure a high level of satisfaction with the
service.
● Ensure that procedures to monitor our compliance are carried
out according to the Association's policies and that systems
meet audit requirements
● Work with colleagues to ensure information is provided to
ensure standards are met.
● Continually evaluate property conditions, identifying issues
and responding proactively, including environmental issues
such as condensation, damp and mould.
● Carry out minor handyperson duties to a high standard where
appropriate
● Liaising with contractors and organising works with some
technical detail
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Health and Safety
● Weekly routine of checks and record keeping
● Acting upon findings proactively
● Working with housing staff and establishing a positive rapport
with residents
● Participate in monthly Health & Safety meetings with the ability to
give input across all areas of the group
● Health & Safety checks across all properties on a monthly basis
Fire Risk Assessments
● Weekly testing of fire alarms and emergency lighting and
checking fire drills have been carried out
● Maintain records on fire risk assessments, categorising repair
works, co-ordinating access arrangements and consultation.
● Ensure remedial work records are maintained and the asset
database is updated accurately.
● Ensure Fire Compliance Equipment is in date and has no
evidence of tampering.
● Ensuring true accurate records of testing are complete.
● Monitor to ensure compliance and all Fire Risk Assessment
recommendations are carried out to a high standard.
Gas Servicing
● Ensure appropriate Gas Servicing certification is displayed in
property.
● Ensure certification complies with the master database.
● Highlight any area of concern to ensure that all appliances are
serviced as required.
Electrical Certification
● Ensure appropriate electrical certification is displayed in property
● Ensure certification complies with master database
● Highlight any area of concern to ensure that all property
complies to current regulation
● Ensure items are displaying PAT testing checks and in date
markings are visible
Asbestos
● Ensure properties have a current asbestos survey.
● Highlight areas of non compliance to the Head of Maintenance &
Compliance.
Water Safety and Risk Assessments
● Act as deputy responsible person for legionella.
● Ensure any water risk management is being carried out correctly,
including weekly flushes in our properties including the changing
of showerheads and hoses on a 3 month cyclical rota
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● Highlight areas of non compliance to the Head of Maintenance
and Compliance.
Working with contractors.
● Work with contractors to specify works, the best course of action
to carry out the works effectively - being mindful of value for
money and time constraints.
● Checking to ensure repairs have been carried out to a high
standard
Generic
● Carry out small maintenance duties, i.e. Changing of door locks,
ensuring sufficient keys, changing toilet seats, fixing curtain rails,
building flat-pack furniture. This list is not exhaustive.
● Support staff to oversee, monitor and adjust heating controls and
to resolve heating issues as quickly as possible
● There may be limited, occasional need to offer support to staff or
contractors out of hours to ensure the safety of a building or
residents
● Delivery of house items to property whilst carrying out weekly fire
test rota
● Seek best value and continuous performance improvement
within the department. You will have the ability to trace the root
of the concern and make best value for money decisions
regarding the remedial actions and the Association.
● Assist with basic building surveys on current and future buildings
necessary across the Group
● Promote and act in accordance with all the Association’s policies
and procedures including those relating to equality and diversity,
customer care and health and safety.
● Contribute positively to the Association’s values and objectives.
● To carry out such other duties as may be reasonably expected.
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Person Specification
OBJECTIVE

ESSENTIAL

DESIRABLE

SKILLS & EXPERIENCE
Able to demonstrate an in depth knowledge of
building maintenance in all areas of a
domestic property and some commercial
buildings inclusive of repairs, refurbishment
and improvements
Must have experience in environmental issues
inclusive of damp, heating issues, cold spots,
thermal bridging etc
Able to demonstrate sound technical
knowledge of health and safety regulations,
and compliance through previous work
experience
Able to demonstrate high degree of
organisation and planning programmes of
work

X

Must have a methodical approach to solving
any given issue
Good IT skills. You will need to be able to
confidently use different applications for
recording and reporting including shared files
on cloud based systems and use of
smartphone technology
Current driving licence with full time use of
personal transport.

X

X
X

X

X

X

EDUCATION/TRAINING
A recognised form of certification in Health
and Safety

X
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Values are at the core of Tyne Housing.
As an employer, we will provide exceptional skills training and personal
development opportunities to all of our people.
If you have experience in a similar role or organisation you may wish to use
examples from that experience, but we are just as interested in people who
may not have direct experience but share our values and our commitment
to making a difference.
We encourage applications from people who can demonstrate to us, and
to the people who use our services, the following key behaviours;

Our Purpose: We’re here to help people get to a better place.
Core value

Key behaviours for all staff
and volunteers

We believe in people

Good listening skills

We believe in their
strength, willpower
and courage. We
believe in each other,
in those we support
and in our
community.

Comfortable
communicating with a
wide range of people
Approachable
Ambitious for our people
and our local
communities
Empathetic

Key behaviours for
line managers
Respect for the
team
Active listening skills
Understanding of
work and personal
life
Supportive

Builds confident
teams

We won’t give up

Respectful

We stand by our
region’s most
vulnerable people, we
believe that everyone
deserves a chance to
get to a better place.

Resilient

Tenacious - getting things
done

Seeks to
understand
underlying issues

We activate change

Appreciates the role of
safety and stability as

Positive about
change

Passionate about the work
Honest and truthful straight talking

Instils positivity
Instils self belief
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We are a catalyst for
change, supporting
small steps that lead
to greater
transformations.

foundations for positive
change.
Promotes access to
opportunities
Creative and flexible
approach

Leads by example
Move forward
attitude
Inspirational

Builds trust
Can challenge in a
positive way
We’re better together

Belief in partnerships

Outward looking

We invest in our
region and in our
communities. We’re
serious about
progress and take
pride in our
relationships. We work
with an open mind
and embrace new
opportunity.

Takes pride in our work

Looks to the whole
system

Values all roles in the
team
Take responsibility for
each other - going the
extra mile

Promotes our work
externally
Learns from best
practice.

Reflective - learning from
each other
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Terms and Conditions
Annual remuneration:

£22,572 - £24,188

Hours of work:

37.5 hours per week

Annual Leave:

26 days + your birthday

Notice Period:

Four Weeks

Additional Benefits:
●
●
●
●
●
●
●

Personal training and development planning
26 days holiday rising to 30 days after 5 years of service.
Your birthday off
A generous pension scheme
Death in service benefits
Full service employee assistance programme
+ much more

All staff are subject to the satisfactory completion of a six month
probationary period
Specific terms and conditions will be as stated in the Terms and
Conditions of Employment document
Support and line management will be provided by the Head of
Maintenance and Compliance
Tyne is an accredited Investor In People and Equal Opportunities
employer as well as holding a silver Better Health At Work Award.
This post is subject to an enhanced Disclosure and Barring Check.
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How to apply
To apply for this role please ensure you have taken the time to read
through the job description and person specification before
completing your application.
Please note, we do not accept CVs and require completed
application forms which can be downloaded from our website
www.tynehousing.org.uk/vacancies or you can request a copy by
emailing info@tynehousing.org.uk or calling reception on 0191 265
8621.
Completed application forms can be sent via email to
info@tynehousing.org.uk or posted to our head office at: Tyne
Housing Association, St Silas Church Building, Byker, Newcastle Upon
Tyne, NE6 1PG.
Tyne HA is a registered society under the Co-operative and
Community Benefits Societies Act 2014 number 21011R and is a
charitable housing association
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