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DESCRIPTION
 


JOB TITLE: Property Maintenance Officer, Community Housing
REPORTING TO:  National Team Leader, Community Housing
DEPARTMENT: Housing
LOCATION: Melbourne

THE ROLE: This role is an integral part of the YWCA Housing team, providing high quality maintenance support to the Community Housing Officers, ensuring that all properties are well maintained, and invoices are paid in a timely manner.

YWCA VISION: A future where gender equality is a reality.

YWCA PURPOSE: We provide and advocate for improved access to safe, secure and affordable housing for low income Australians, particularly women and their children. Safe, secure and affordable housing is fundamental to women’s social, economic and educational participation, and the realisation of gender equality and women’s human rights. 
It is a requirement that the job holder fully complies with, promotes and lives 

YWCA’s Core Values:
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FEMINISM      INCLUSION      EXCELLENCE      INNOVATION       INTEGRITY


KEY RESPONSIBILITIES

· Work collaboratively as part of the maintenance team, ensuring all responsive, programmed, vacant and upgrade maintenance requests are completed within the required RTA time frames. (Urgent and non urgent) 
· Implement, record and maintain data in Chintaro and other information systems.
· Provide support so that the day to day maintenance requests are undertaken in an orderly manner.
· Maintain financial records, such as Accounts Payable and Receivable transactions and budget monitoring 
· Maintain key contractor compliance records along with all COVID requirements 
· Maintain the current key register 
· Travel to properties will be required 

QUALIFICATIONS, EXPERIENCE AND ATTITUDE

· Experience in the community housing sector or property related industry ensuring familiarity with property management practices and procedures
· Understanding of maintenance services and applicable trades
· Experience in estimation of costs for property maintenance services
· An awareness, understanding, and sensitivity to homelessness issues and the ability and experience to communicate with a diversity of people from various cultures.
· High level of computer literacy including Outlook, word processing, spread sheets and databases
· Strong supporter of Women’s Rights and willing to push the boundaries.
· Team player who is approachable with strong interpersonal and listening skills together with the ability to empower.
· Results focused, self-motivated and a self-starter who goes above and beyond.
· Doesn’t settle, strives for continues improvement and has a high level of integrity.
· A valid state-based working with children or working with vulnerable people check.
· Victorian Drivers licence 
· YWCA Housing Employees in VIC must follow the relevant policies relating to family violence and information sharing under the Multi Agency Risk Assessment and Management (MARAM) Framework.
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