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Job Description

Job title:	Clerk of Works 

Responsible to:		Regional Development Manager (East)

Purpose of the post:	

· Contribute to the delivery of the Hastoe New-Homes Standard by providing an excellent quality control service. 
· Improve the quality of new- build residential construction through early technical input into planning and construction drawings and provide in–house Clerk of Works service to the East Region during the construction phase. 
· Provide technical support to the wider development team and assist in identifying, tackling and resolving latent defects and historical issues. 
· Work closely with contractors and consultants on remediation of fire related latent defects.


The key areas of responsibility are:

1. Visit sites and inspect the works in the capacity of an in-house Clerk of Works on a fortnightly or weekly basis to ensure full compliance with the Building Contract and Employers Requirements, Building Regulations, Fire Safety Measures, Health & Safety legislation and Construction (Design and Management) Regulations.

2. Attend pre-start and progress meetings as required and act as the client’s representative.

3. Ensure contractors meet our quality standards, identify potential building defects, monitor health and safety on-site, contractual risks and put in place remedies.

4. Carry out a consistent Clerk of Works site reporting regime, share reports with the Employer’s Agent and Development team and raise any areas of concern at the earliest point.

5. Lead on snagging and de-snagging as part of the Clerk of Works service. 

6. Attend to defects during the defect liability period and end of defects inspections, ensuring defects are remedied within timescales and re-inspect where necessary.

7. Support the Technical Manager in the identification and resolution of Latent Defect challenges and assist in the management of a planned programme of fire related latent defects rectification.

8. Be a first point of contact in Hastoe providing assistance, expert advice and solutions on construction issues in Development.

9. Support the development and implementation of the Hastoe New-Build Standard to support environmental responsibility.

10. Fulfil the day-to-day client function in terms of ensuring Construction (Design & Management) Regulation Client duties are fulfilled, plus the quality of housing and agreed Design Brief is achieved.

11. Ensure that new build homes are constructed in accordance with planning consents and other regulatory requirements.

12. Ensure new build homes are being constructed in accordance with agreed programmes and report any known or anticipated delays.

13. Liaise with Housing Management, Sales and Property Services departments to ensure that their requirements are met, ensure that all changes to specification and/or timetable are agreed by all parties and comply with procedures. 

14. Ensure smooth handover of completed new homes to our internal customers.

15. Ensure that handover compliance documents are correct and provided at the point of practical completion.

16. Undertake such other duties as may be required by the Regional Development Manager.

Organisational responsibilities:

· Uphold and be a champion for the Hastoe Group Purpose, Vision and Values.
· Act at all times within the Hastoe Group’s Policies, Procedures, Standing Orders and Financial & System Regulations.
· Participate in agreed internal and external training and events.
· Carry out other duties as may be reasonably assigned from time to time.


This job description is an accurate reflection of the duties of the post at the time of writing but may be changed from time to time to meet the changing requirements of Hastoe.


Person specification

	Attributes
	Essential
	Desirable

	Education and training
	· Educated to ‘A’ Level standard or equivalent.
· Membership of one of the following bodies or identified route to obtaining membership within a 12-month period (construction related qualification would be essential if membership is not yet in place):
· Institute of Clerks of Works and Construction Inspectorate of Great Britain Incorporated
· Association of Building Engineers
· Chartered Institute of Building
· Royal Institution of Chartered Surveyors
· Conversant with Health and Safety legislation and the Construction (Design and Management) Regulations 2015.

	· Educated to degree level or equivalent.
· Construction related qualification.

	Skills and experience
	· Previous experience of working within the building sector, with a thorough knowledge of the related regulations and legislation.
· Previous experience of delivering high quality new build construction projects.
· Excellent interpersonal skills, both oral and written.
· Able to set, manage and work to budgets and deadlines.
· Experience of using Microsoft Office packages.
	· Experience of SDS Proval and SDS Sequel.
· Experience working within the social housing sector.
· Experience of Passivhaus buildings.

	Personal qualities
	· Self-motivated to complete tasks/projects and to work to high standards.
· Able to use own initiative and work with minimum supervision.
· Proven team working skills to work within the immediate Development Team and other teams within the organisation, sharing knowledge and information.
· Able to build and maintain good working relations with a range of people, e.g. Hastoe’s staff, contractors, consultants, residents, etc.
	

	Personal circumstances
	· Able to undertake necessary travel throughout the East of England.
· A valid UK driving licence.
· Able to work outside of office hours given reasonable notice.
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