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BASIC DETAILS

	
Job Title:
Location:
Responsible To:
	
Fire Protection and Compliance Assistant
Leeds – travel required over North and West Yorkshire
Statutory Services Programme Manager 




REPORTING STRUCTURE

See organisation chart for the Assets Team


MAIN PURPOSE

	
· To provide a comprehensive fire safety inspection and testing regime across Leeds Federated managed stock portfolio.
· Assist in the management and delivery of building safety activities in communal and other shared areas. 
· Interact with customers to effectively deliver building safety activities including appointment setting. 





Specific Accountabilities and Performance Standards

	
	Key Accountabilities
	Minimum Performance Standards

	1
	Fire Alarm and associated equipment testing  
	· Ensuring all communal areas are attended as per weekly schedule to carry out testing of fire alarm system in line with set targets and accompanying protocols. 
· Carrying out four weekly testing of the emergency lighting to communal areas as instructed. 
· Checking all of the Associations firefighting equipment (fire extinguishers, fire blankets, smoke vents) are in place, in date and have not been discharged or interfered with. 
· Check fire exits are clear and fire doors are operating correctly and free of significant damage. Report any housekeeping issues e.g. tipped items of furniture obstructing safe evacuation  
· Ensure all fire notices and instructions to tenants are displayed in communal areas and replace if defaced or missing
· Report any defective equipment from site and actively seek to organise replacement as required, place orders with relevant contractor in a timely manner
· Investigate all false alarms ensuring documentation is completed, recorded and reported where required. 
· Promote the service and Association to tenants and external agencies

	2
	Customer Interactions and flat fire door inspections. 
	· Interact with customers to arrange obstacle removals. This will mean contacting customers to explain the importance of clearance, assisting with options for alternative storage / escalation of tenancy management issues.
· Flat fire door inspections. This will require pre-appointments setting with customers. Any minor defects will be reported as repairs. Any major defects deemed non-repairable will be referred for door renewal.

	3
	To provide a professional & efficient PA Testing service
	· Carry out PA Testing of all LFHA equipment in line with test schedule spreadsheet.
· Visit external sites and agency managed properties to carry out testing.
· Ensure accurate and up to date administration records are maintained.

	4
	Co-ordination of other communal area safety issues.
	· Co-ordinate other communal area compliance activities as required. For example, accompanying passenger lift inspections and ensuring access for asbestos monitoring surveys
· Co-operate with other providers and colleagues to assist in effective building safety activities delivery. 

	5
	Legionella control
	· Carry out and record flush tests at properties identified by Statutory Service Manager.

	6
	Health and Safety
	· Ensure you are well presented in full staff uniform, wear appropriate PPE, carry appropriate identification and adhere to the Associations policies and procedures.
· Ensure Peoplesafe device is fully charged for each working day, carry out monthly service check on the device.
· Attend any related training or course that is relevant to the current role
· Report any immediate H&S issues directly to your line manager. 
· Undertake and record Risk Assessments of all new tasks, update on a regular basis when ongoing.
· Ensure company vehicle is maintained to a professional standard and safety checks are undertaken.

	6
	Maintain accurate administration records
	· Record all activities undertaken including weekly fire testing visits to communal areas on Fire Testing App.
· Alert your line manager if there are any defective power supplies or any risks associated with working in communal areas, this is to include any personal safety concerns. 
· Complete any relevant documentation, including raising repairs, as required. 

	7
	Corporate Role
	· To consistently meet the organisations strengths in your day-to-day work
· Provide and maintain excellent standards of customer care in line with the organisation’s Customer Service and Equity, Diversity and Inclusion policies
· Work within the organisation’s Health and Safety policies and procedures, taking personal responsibility for your own wellbeing
· Consider wider business implications and opportunities in all aspects of your role
· Engage with learning and development, complete required training and take full responsibility for maintaining and updating activity within the performance management system
· Positively contribute to Leeds Federated’s journey by supporting continuous improvement across the organisation
· Work within the Risk Management Framework, ensuring you are aware of and support the operation of internal controls relevant to your area of responsibility
· Communicate openly and build positive relationships to support effective working and better outcomes for communities
· Seek out, listen to and use customer feedback to improve services across the organisation
· Show financial awareness by using resources responsibly and making informed decisions
· Take responsibility for working in line with organisational policies and procedures



	No job description can be entirely comprehensive and the job holder will be expected to carry out such other duties as may be required from time to time and are broadly consistent with the job description and status of the post within the organisation.



Leeds Federated Housing Association

Person Specification
	
	
	



	Fire Protection and Compliance Assistant


	Attributes
	Description
	ESSENTIAL
	DESIRABLE

	
Knowledge and Experience

	Experience of working in a customer facing service role
	X
	

	
	Experience of dealing with complaints
	
	X

	
	Show a good standard of computer literacy, with the ability to use systems and digital tools effectively
	X
	

	
	Experience of advising customers on technical maintenance issues
	
	X

	
	Experience of dealing with contractors and other suppliers
	X
	

	
	Able to work under own initiative
	X
	

	
	Demonstrate effective communication skills
	
	X

	
	Experience of carrying out administrative tasks to a high level of accuracy and quality
	X
	

	
	Use data insights to support effective service delivery and continuous service improvement.
	X
	

	Skills and Abilities
	Consistently demonstrate the organisation’s values and behaviours as set out in the Colleague Circle
	X
	

	
	Able to recognise where changes are needed in processes and procedures to provide an efficient and effective service
	X
	

	
	Manage workload effectively, prioritising tasks to meet deadlines and deliver key outcomes
	X
	

	
	Must be able to meet individual and job specific targets set by your line manager
	X
	

	Qualifications

	GCSE Grade C in English and Maths or equivalent level of education

	X
	

	3. 
	Working towards a HNC or equivalent in Building Studies or a Health and Safety related qualification. 
	
	X

	Other
	Full UK manual driving licence
	X
	

	
	Access to own vehicle for business use (mileage will be payable through Essential Car User Allowance)
	X
	






image1.jpeg
Leeds i
Federated




