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Maintenance Scheduler / Planner
Choice Services
Job Description

Job Title:


 
Maintenance Scheduler / Planner
Department: 



Choice Services
Main Scope of Job:


Maintenance call handling, Help Desk, Engineer Programming, Management Reporting and analysis.
Responsible to:


Operations Manager, Choice Services RoI
Overview of Post:


To deal with maintenance orders from clients and tenants, making appointments with Tenants and programming them with Engineers and suppliers. Management of reports, vehicle trackers, Engineer reports, keeping files up to date, emailing recommendations / additional works to the relevant staff. Analyzing and addressing performance data.  
Location: 



Office will be located initially in James’s Street Dublin and then Ayrfield in early 2021.
Duties

1) Customer

1. To provide an efficient, responsive and excellent customer focused call handling \ job logging \ Help Desk services to Choice customers.
2. To make appointments for Choice Services Engineers and sub-contractors with Tenants.
3. To programme Engineers workload. 

4. To meet Key Performance Indicator (KPI) targets for the delivery of maintenance services.
5. To develop a continuously improving, customer focused service and implement best practice in maintenance management.
6. Forward planning & Scheduling of Planned Preventative Maintenance tasks required by the Maintenance team and sub-contractors.
7. Monitor vehicle telematics \ locations.

8. Investigating and reporting on customer complaints and compliments that arise.

9. To maintain and develop positive working relationships with external and internal Departments.
2)    Financial
1. To issue orders to Engineers.
2. To issue / reconcile purchase orders to sub-contractors and suppliers.

3. To process supplier invoices
4. Use the organisations management information systems and ensure all records are kept up to date for procurement, processing of materials, stock and use of sub-contractors.

5. Manage Engineers time records.

3) Internal Processes

1. To utilise the Choice Services Management information systems to ensure that all task \ work orders are up to date with accurate information.

2. Ensure that Engineers workload is programmed to maximise operational efficiency and meet KPI’s.

3. To deliver an efficient Help desk service.

4. To ensure all records, filing and tracker reports are kept up to date including approval of works recommendations.
5. To monitor KPI’s and ensure targets are met.

6. To deliver monthly reports on maintenance performance and issues arising, making recommendations where appropriate.
7. Assist with general administration and help assist colleagues to provide cover.

8. Liaise with Choice staff to ensure compliance with all processes.
      4)  Organisational Growth & Learning

1. Provide feedback to colleagues and to assist in improving the overall service.

2. To advise and assist management in any matters.
3. To mentor \ train other staff on good working practices.
4. Attendance at team meetings as required.
5. To carry out any other duties as may, from time to time, be required.
GENERAL

The current core Management Information Systems are Service Connect from Cloud Dialogs and ActiveH from Cloud Dialogs.

Staff are required to be flexible in their work and co-operate with their colleagues for the efficient, effective and economic operation of Choice and carry out any other duties within reason and competence.

Staff may be required to undertake a secondment or placement elsewhere, and Choice reserves the right to make such an arrangement where it believes it will benefit Choice.


PERSON SPECIFICATION – Maintenance Scheduler/Planner
	
	ESSENTIAL
	DESIRABLE

	
	
	

	
	
	

	
	SKILLS AND ABILITIES
	
	
	

	•   Must be able to demonstrate a high level of previous
	X
	

	experience in a call / order handling environment.
	
	

	•   A general knowledge of building maintenance, property or building services terminology
	
	X

	•   Ability to use IT \ database systems and keep task order records up to date.
	X
	

	•   Ability to programme \ plan staff workloads.
	X
	

	•   Evidence of delivering high levels of customer service in a help desk, contact centre environment
	X
	

	•   Evidence of reporting skills and meeting KPI’s.
	X
	

	•   Evidence of ability to process financial information eg invoices and purchase orders.
	X
	

	
	
	
	

	
	EDUCATION AND EXPERIENCE
	
	
	

	   • A minimum of 1 year's experience in the property, housing, maintenance, construction or services industry.
	
	X

	
	
	

	
	PERSONAL QUALITIES
	
	
	

	•   Confident, reliable,  adaptable
	X
	

	    
	
	

	•   An interest in what the Association is seeking
	
	X

	    to achieve in helping others
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