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Job Description 

	Job Title:
	Conservation and Maintenance Manager

	Reports to:
	Director of Operations

	Directorate: 
	Operations

	Position Type: 
	Full Time  



	Role Summary 

	The Conservation and Maintenance Manager will work as part of the Operations Directorate. The Operations Directorate is responsible for Housing Management, Maintenance and the operational delivery of Heritage Conservation, Landscape and Public Space Management, Customer Service at reception, Cleaning, Security and Community Engagement in relation to Estate Management issues.

The Conservation and Maintenance Manager will be responsible for the sensitive repair and maintenance of the houses, apartments, garages and principal buildings which are owned by Port Sunlight Village Trust (PSVT). The majority of PSVT owned assets are listed buildings or structures, within the Port Sunlight Conservation Area. Responsibilities include day to day repairs, annual maintenance checks, emergencies and the provision of the scheduled maintenance of the properties via the agreed cyclical maintenance programme. In addition, they are also responsible for the repairs and maintenance of the roads, footpaths and rear access roads within Port Sunlight which are not the responsibility of the local authority to maintain. The Conservation and Maintenance Manager will ensure all work complies with conservation best practice, is carried out efficiently to quality standards and is in line with Health & Safety standards.

The Conservation and Maintenance Manager will develop and maintain a comprehensive support and advisory service to assist homeowners and tenants, contractors and PSVT staff with the care and maintenance of houses, public buildings, and monuments and memorials in the village. 

The Conservation and Maintenance Manager will collect and maintain accurate information on the state of the architectural heritage of Port Sunlight to monitor erosion and change, and to share with the local authority and other relevant parties.  The Conservation and Maintenance Manager will also support the Heritage Directorate to implement initiatives and strategies that help prevent erosion of heritage, including further development of the Port Sunlight Local Listed Building Consent Order (LLBCO), as part of the site’s 10-year Conservation Management Plan. 

The Conservation and Maintenance Manager will be responsible for the line management of the Business Support Officer – Conservation and Maintenance.


	Key Accountabilities 

	
1. Ensure a comprehensive, responsive and timely day to day, planned and cyclical maintenance programme is delivered. Prepare tender documentation in line with PSVT procurement procedures, including specifications and schedules.

2. In   conjunction with the Housing Officer, inspect properties upon tenancy termination to assess work required to re-let property, provide estimated costs of any work which will be re charged to the previous tenant and ensure that the property is available for re-let at the agreed date.

3. Complete specifications for properties requiring refurbishment, arrange tendering and award of contract to the successful contractor. Monitor and inspect progress to ensure work is completed in accordance with the agreed specification, on time and within budget. 

4. Obtain competitive quotations for higher value work, checking and authorising invoices for payment, manage and monitor a set budget. 
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5. Organise and oversee the programme of gas appliance servicing, lift maintenance, fire alarms & equipment and electrical inspections.

6. Ensure all refurbishments, repairs and maintenance of the built heritage, soft and hard landscape are carried out in accordance with conservation best practice and PSVT policy. Liaising with professional consultants as necessary on major repair and or conservation work, including commissioning. 

7. Provide a comprehensive advisory service that will assist owners and contractors with the care and maintenance of houses in Port Sunlight. To work with the Heritage Directorate to maintain the Resident Website to ensure it is up to date and reflects the needs of tenants and owners.

8. Work with colleagues, local authority officers and external consultants where appropriate in the development and improvement of strategies to ensure obtaining formal written consent is efficient and user friendly for homeowners in Port Sunlight Village, including revisions to the Port Sunlight Local Listed Building Consent Order (LLBCO).

9. Liaise with the local authority Conservation, Planning and Enforcement Officers and share any information available about the state of buildings in the village. Also liaise with Wirral Council’s Aids & Adaptations Team over proposed adaptations to Port Sunlight properties. 

10. Advise owners over corrective action to tackle breaches of planning law or the restrictive covenant and monitor any agreed targets with them. Where necessary assist in compiling the information necessary to support litigation over breaches.

11. Working with the Heritage Directorate to ensure the successful delivery of PSVT’s Conservation Management Plan.

12. As part of PSVT’s Monuments Repair & Maintenance Strategy implement an annual Care and Conservation Plan for the monuments and memorials in Port Sunlight.

13. Ensure that external contractors have appropriate insurance cover and that all procedures as required under Health & Safety at Work Acts are dealt with including issuing of required notices. 

14. Line manage the Business Support Officer – Conservation and Maintenance, providing guidance and support with clear direction, expectations and support in the achievement of their responsibilities.

15. Build partnerships with other organisations and the wider community to ensure the widest possible support network is established.

16. Carry out duties in a manner that reflects PSVT ‘s values at all times.

17. Undertake any further duties determined as reasonable and necessary in the fulfilment of the role.


	

	Person Specification 

	
· Demonstrable experience in building conservation, architecture or planning and a relevant degree or equivalent qualifications

· Experience of working in the building/construction industry.

· Full or Affiliate membership of the Institute of Historic Building Conservation (IHBC) is essential.

· Skilled at preparing contracts and tenders. 

· Proficient in Microsoft Excel, Word, Outlook and Access software and the ability to learn bespoke packages used by PSVT. 

· A strong attention to detail and able to analyse information, investigate root causes and recommend solutions.

· A passion for and experience of communicating very technical subjects like building conservation to people with no prior knowledge.

· Able to demonstrate strong written, verbal and face to face communication skills and be comfortable in dealing with a wide range of people. With a willingness to engage with volunteers, residents and the local community.

Port Sunlight Village Trust Competencies

Customer Focus - Through provision of excellent customer service, ensures the Customer is at the heart of everything we do.  
Team Work- Works collaboratively across the organisation to achieve the Trust’s goals and objectives.  
Making things happen Has a ‘can – do’ attitude to the role and identifies solutions to maximise performance in a timely manner. 
Role Model – Represents the Trust at all times, and acts in manner that is professional, courteous and helpful.




	Standard Checks ( as applicable to role )

	Right to Work in UK 
	

	DBS ( Standard CRB Check ) 
	

	DVLA 
	

	Qualification 
	

	Employment History / References 
	

	Declaration
	



	Reviewed by : 
	
	Approved By:
	

	Employee Signature 
	
	Date :
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