Job Description – XYZ Community Housing Co-operative Inc.
Maintenance Coordinator
	Reports to
	· Maintenance Subcommittee Meetings

· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Asset Management Policies


	Key responsibilities
	· Maintenance of the Co-operative’s housing stock to an appropriate amenity level that also protects the value of the asset

· Asset Management Inspections and updating of the Co-operative’s Property Plans

· Coordination of maintenance work in accordance with Property Plans and Summary Maintenance Plan

· Maintenance of records

· Convening the Maintenance Subcommittee

· Action as required by the Rules and Policies



	Key tasks


	· Comply with the XYZ Co-op Inc.’s Rules, By-Laws, Policies
· Comply with the Residential Tenancies Act 
· Comply with Health and Safety legislation

· Comply with CPG Policies

· Participate in the Maintenance Subcommittee

· Coordinate/conduct Maintenance Inspections 

· Liaise with the Tenancy Officer in relation to maintenance matters

· Maintain list of preferred licenced tradespeople in accordance with the Co-operative’s policies
· Respond to maintenance requests from tenants and emergency maintenance matters

· Coordinate/conduct annual Maintenance Inspections 

· Update Property Management Plans

· Coordinate maintenance work as require in accordance with Policies and Property Maintenance Plans
· Check quality of work or goods supplied before approving payments to tradespeople and suppliers
· Manage insurance matters related to maintenance
· Submit the Summary Maintenance Plan to Housing SA, Community Partnerships by September

· Maintain appropriate records and store as directed by Secretary

· Stay up-to-date with changes to CPG policies and requirements
· Recommend improvements to the Co-operative’s Asset Management Policies 
· Make improvements to the Co-operative’s operational procedures relating to asset management
· Report to each Management Committee meeting
· Present the Maintenace Coordinator’s Report at the Annual General Meeting



	Key dates
	· Maintenance Subcommittee Meetings

· Management Committee Meetings
· Each September - Summary Maintenance Plan
· Annual General Meeting



	Hours required
	· 

	Knowledge & skills required
	· Knowledge of the Community Housing legislation

· Broad understanding of all the Co-operative’s Rules, By-Laws and Policies 
· Detailed understanding of the Co-operative’s Asset Management policies and forms

· Understanding of the Residential Tenancies Act as it relates to maintenance

· Understanding of CPG’s  Maintenance Policies 

· Understanding of the asset management cycle

· Good administration skills

· Reliable, organised, pays attention to detail and able to follow through.



	Minimum Training requirements
	· CPG’s Good Governance training

· CPG’s Role of the Office Bearers and Coordinators

· CPG’s Asset Management training


	Other requirements
	· Ready access to the CPG website

· Subscription to CPG e-bulletins
· Ready access to a computer with appropriate software


	Delegated authorities
	· Authority to hold or access a set of keys for emergency use only for all properties

· Authority to order maintenance work as required by the Tenancy Agreement

· Authority to order emergency and programmed maintenance work as directed by the Property Maintenance Plans, the Summary Maintenance Plan or the Maintenance Subcommittee.

	Other
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