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PAISLEY HOUSING ASSOCIATION     





JOB PROFILE                    

Job Description:        Estates Team Operative (ETO)
Grade:                         TAS 1 –TAS 2
Responsible to:         Estates Team Supervisor (ETS)
Responsible for:
    N/A
Based at:                    Oliphant Court, Foxbar, Paisley

Reviewed in:              October 2025
PURPOSE OF JOB

As an Estates Team Operative, you will work as part of a dedicated team to ensure our estates remain clean, safe and welcoming for residents.  You will play a key role in maintaining and enhancing the condition of our housing stock and estate environments, with a particular emphasis on preparing void properties for reletting and delivering environmental improvements across communal areas.  

The ETO will carry out their workload as instructed from the ETS.
POSITION IN ORGANISATION

The ETO is located at Oliphant Court. The post is not an on call post but set hours of duty are established. The ETO will form part of the Operative Team and report directly to the ETS.
DUTY HOURS

	Monday - Thursday
	8am – 4pm (lunch 45mins)

Cover will be required from 7.30am for bins on a minimum 2 days per week.  Staff will be advised in advance of any cover required. Toil will accrue for any cover required

	Friday 
	8am – 2.45pm (lunch 45mins)



Main Duties & Responsibilities:
Voids
· Clean and clear void properties internally/externally including decoration as required to prepare for re-letting

· Remove any waste, furniture in line with Health & Safety protocols

· Carry out basic repairs, garden clearance and minor maintenance tasks

· Report property conditions issues and any potential hazards to ETS 

· Identify any properties which appear empty and report these to ETS

· Monitor the security of void properties

Environmental

· Provide a bin assistance service where required
· Undertaking estates works which include removal of bulk items and backcourt clearances
· Ensure items for bulk uplifts are removed or safely stacked and reported to the Association for uplift as required
· Litter picking and fly tipping removal
· Landscape works including grass cutting, shrub and tree pruning/maintenance, weeding including open spaces as required
· Cleaning of canopies

· Pressure washing within our communal areas and back courts

Repairs
· Repair works including slabbing, fencing, painting as required
· Minor repairs work as required
Oliphant Court (Multi Storey Block)
· Provide a caretaker service to Oliphant Court
· Carry out cleaning duties to the common areas, lifts, foyers etc. of the building on a regular basis

· Inspect the building/carry out regular patrols, noting any H&S issues or repairs required to the Asset Team for action

Work Vehicle    
If driving works vans;
· Ensure the van is used for work purposes only

· Carry out regular checks and maintain it in good condition

· Ensure the MOT/Service is carried out when required

· Comply with H & S requirements when driving the vans

· Keep a small van stock of most used items/parts i.e. screws, nails, general 

Ironmongery

Health & Safety;

· Operate and maintain tools, machinery, and vehicles safely and effectively
· Comply with all Health & Safety at work policies and procedures and guidelines

· Follow health and safety procedures and use PPE appropriately
· Comply with Incidents and Accidents Procedures

· Visual inspection of tools before using to ensure safe
Customer Care

· To act as a point of contact for tenants and provide information and advice regarding the services provided by the Association
· Maintain a pleasant, helpful & positive attitude to customer enquiries

General Duties
· File any relevant paperwork generated through undertaking workload
· Keep up to date with legislation and good practice in respect of delivering a quality Estates Service to our customers
· Carry out training as necessary to comply with legislation and good practice

· Represent the Association at conferences, training, seminars, open days as requested by line manager
· Adhere to the Data Protection Act 1998 in dealing with all enquiries relating to tasks undertaken

· Work collaboratively with colleagues throughout PHA to ensure the delivery of an effective and efficient service to all customers

· In exceptional circumstances, attend emergencies on-site including outwith office hours
· Any other duties to be carried as instructed by line manager
Name __________________________________

Signed ________________________________

Date ___________________________________

Estates Team Supervisor ___________________________

Signed ___________________________

Date_______________________________
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