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Contracts Manager
Recruitment Pack


Welcome to R3 Repairs:

R3 Repairs started trading in April 2010 and operates across Southeast Scotland. We specialise in providing maintenance services to the Housing Association sector and can provide an all-trades repairs and maintenance service to you and your tenants, day and night, 365 days a year. 
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1. Advertisement

Post: Contracts Manager
Ref: CM0525
Location:  Head Office      18-20  Market Street
Haddington
EH41 3JL
Hours: Full-time – 37.5 hours per week
Salary: £47,000 - £52,000 depending on experience


R3 Repairs is a busy - and growing - property repairs and maintenance company, we’ve been working in Edinburgh, Lothian and the Borders for almost 15 years, and are wholly owned by East Lothian Housing Association.  We carry out work in social housing, private homes and for other businesses – that means there’s lots of variety and the potential for every day to be different.  

We carry out repairs to empty homes and day-to-day repairs to tenanted/occupied homes.  Customer service is key to us, so we make sure our customers receive a full service, including responding to emergencies out of hours.

Your role is responsible for contract management as well as the supervision of the Craft and Manual Operatives and to work with the Planning Team to ensure effective and satisfactory service delivery.

You will ensure operatives are fully equipped to provide the repair and maintenance services and be responsible for customer liaison to help manage customer expectations and achieve excellence in customer service.

[bookmark: _Hlk194065970]The role of Contracts Manager reports directly to the Operational Manager.The Contracts Manager has line management responsibility for trade operatives and site supervisors.

This is an exciting time to become a member of our team following our recent restructure and ambitions to grow and deliver the best possible services to our customers.

To help us to achieve our business objective to have a reputation for excellence, be recognised as a high-quality provider of repairs and maintenance, R3 Repairs is currently recruiting for a variety of roles in our team
[image: ]
For more information on these roles, why not visit our website at www.r3repairs.co.uk 

In return for your valuable contribution, R3 will offer you:

A wide range of development opportunities, including comprehensive induction, training and e learning.

Benefits that include up to 32 days paid holiday per year pro rata and a generous employer pension contribution.

R3 will fully fund your Disclosure.

[bookmark: _Hlk194557764][bookmark: _Hlk198822184]To apply for this post please send a CV, including a short explanation outlining your reasons for applying for this role and why you believe you are a strong candidate for this position, to our R3 recruitment mailbox: r3recruitment@r3repairs.co.uk

Please ensure you quote the reference for the post on your CV. 
Ref: CM0525  

Closing date: Friday 13 June 2025 

R3 Repairs Limited is a Scottish Living Wage employer and is a subsidiary of East Lothian Housing Association (Scottish Charity No: SC028900).




2. Our Values







As part of East Lothian Housing Association Group, R3 Repairs has both the backing of a company you can trust, with the knowledge that the parent company, East Lothian Housing Association, is a non-profit making, locally based charitable organization. 

The profits R3 Repairs makes go back into the local economy, they are not siphoned off by the shareholders or paid to company directors.

R3 Repairs started trading in April 2010 and operates across Southeast Scotland. We specialise in providing maintenance services.

We also provide services to the private and commercial sectors.

We RESPOND at times that suit our customers.

We aim to REPAIR first time.

And for larger jobs we REBUILD













Our Values – At R3, we are.
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3. Job Outline

		Purpose:
To lead and be responsible for the supervision of directly and indirectly employed operatives, including the provision of plant and materials.

You will manage client relationships to ensure the provision of a quality, customer orientated property maintenance, and repairs service to R3 customers and ensuring all operatives are fully equipped to provide the repairs and maintenance services.

To assist in the development and implementation of appropriate Policies, Procedures, Processes and Monitoring and Reporting Frameworks.

You will assist the Operational Manager to implement and maintain a performance management culture within R3 and lead in the improvement of business processes and development.

The role of Contracts Manager reports directly to the Operational Manager.

The Contracts Manager has line management responsibility for trade operatives and site supervisors.


















4. Responsibilities

		Fact Finding and Analysis

· To identify business growth opportunities in repairs and maintenance sector.
· To determine the feasibility of potential contracts as appropriate.
· To actively take part in any tendering processes for new and continued business.
· To provide development and management services for all R3 workstreams where appropriate.
· To assist in identifying any potential risks and to ensure appropriate risk management frameworks are in place to monitor and manage risks in accordance with the organisations risk framework.
· To assist R3 Repairs administrative team to provide an efficient, effective and customer focussed service to all our customers.  
· Capture and share the learning from each contract by constant review and champion continuous improvement.
· Provide regular project reports to the Operations Manager and others as and when required to assist with internal and external reporting requirements.
· Maintain fleet, driver and movement systems/records as required, ensuring current accurate information is readily available.
· Ability to analyse and diagnose problems and implement effective solutions.

Innovation and Initiative

· To actively participate in appraisals and project scoping for new contracts.
· To work collaboratively across R3 Repairs workstreams to enable the delivery of the companies aims and objectives.
· To ensure administrative contract milestones are met in accordance with customers specifications.
· To resolve problems in collaboration with internal and external teams, through innovative and creative solutions.
· Responsible for researching and promoting innovation and sustainability for management and delivery of reactive and void repairs contracts.
· To contribute to the review and continuous improvement of policies and procedures.
· To contribute to R3’s Performance, Assurance and Risk Strategies.
· To contribute to the preparation and delivery of R3’s Business Plan and Initiatives.
· To contribute and assist in the delivery an out of hours repairs service to meet the needs of the company and customers.


Interpersonal Skills
Internal
· To provide a customer focused and professional service to partners, internal and external stakeholders and our customers.
· Be consistent and clear, authoritative and provide impartial professional advice in relation to contract management.
· Exercise sound judgement in the provision of advice and guidance.
· To liaise and assist internal and external stakeholders where appropriate and sustain good relationships, with stakeholders and partners.
· Control and monitor vehicles, plant, equipment and materials ensuring a value for money approach is delivered.
· To ensure efficient and effective management and supervision of staff, proactively engaging with staff to encourage staff motivation and continuous development.

External

· Act as an ambassador of R3 Repairs developing potential for new business opportunities and increasing R3 Repairs’ profile and networks within the sector.
· On behalf of R3 Repairs, attend meetings with strategic partners and customers.
· Develop and maintain effective communication and consultation processes with customers, internal stakeholders and any other connected or involved external stakeholders and partners.
· 	Monitor and audit service contracts, sub-contractors and suppliers, ensuring best delivery of services in a cost-effective manner.
· Contribute to the close management of consultants, contractors and internal staff on contract works.

Leading and Developing People
· Take on the role of Manager and support R3 Repairs teams’ to plan, monitor and deliver a customer focused repairs and maintenance service.
· Responsible for the management of trade operatives and site managers providing support and guidance where required in accordance with policies, procedures and People HR.
· Carrying out training and development reviews ensuring teams have a continuous development plan.
· Carry out on and off-site management of all trades, supplies and contractors to ensure work is carried out to an acceptable quality standard, including site supervision as per policies and procedures.
· Bring a motivated approach and commitment to providing quality services and meeting standards by encouraging staff to continuously improve.
· Promote high standards of ethical behaviour, probity, integrity and honesty.


Resources
· To be responsible for the management of contract income and expenditure within agreed budget levels, and ensure cash flow is kept up to date and liaise with finance colleagues to ensure there is clear and timely exchange of business-critical information.
· To lead in the preparation of monthly/quarterly reports for all customers internal and external.
· To prepare reports for and where required attend any Customer and Management Meetings.
· To participate in working groups on any contract related matters and jointly with colleagues as required.

Project Responsibilities
· To successfully manage identified projects ensuring project aims and objectives are fully met through appropriate project measures. (i.e. Time, Cost and Quality) and provide a co-ordination role for internal services.
· Delegated responsibility for the health, safety and welfare of operatives, contractors and other third parties ensuring statutory obligations under the Health & Safety at Work Act 1974 are followed. 
· To attend customer/client meetings regularly and keep customer/client teams and other key stakeholders informed of any variations or alterations to contracts.
· Responsible for R3 Repairs work teams ensuring they continue to be fit for purpose, efficient and cost effective delivering services to all customers requirements.
· Maintain effective project governance and compliance across all contracts.
· Provide support to colleagues in business planning for the organisation’s future development capacity and capability.

Expertise
· [bookmark: _Hlk194064632]Responsible for the management of a professional, efficient and cost-effective reactive, planned, cyclical and void repairs service to the required quality standards and within approved budgets, in compliance with appropriate legislative controls and within the policies of R3 Repairs. 
· Contribute to R3’s strategic development, resource allocation and business performance.


· Work for all R3 Repairs workstreams including private and commercial customers, providing quotes where required, ensure repairs and installation work is completed within target and budget to a high standard. Upon completion ensure accurate job costings and invoicing is produced.
· Working with the Planning team and the Materials Co-ordinator, ensure all materials, plant and tools are available for works to properties, following the company’s reactive and void processes. Monitor progress at regular intervals to ensure completion within target times and inspect prior to returning to client according to customers’ requirements.
· Working in partnership with the Planning team, ensure complex or multi trade works are carried out by the relevant trades in the required sequence.
Qualifications 
· An HNC in a construction related discipline or equivalent demonstrated through experience.
· Recognised qualification in Health and Safety or be willing to undertake.

Experience
· Managing and delivering multiple complex portfolios of contracts simultaneously.
· Managing and motivating teams with multidisciplinary responsibilities.
· 3 years minimum experience within a repairs and maintenance environment.
· Financial and budgetary management experience.
· Experience of effectively managing a variety of projects from inception to completion
· Significant experience of Housing Association/Contract processes and procedures

Knowledge/Skills
· Understanding of Housing Associations business practices including the role of the Scottish Housing Regulator.
· Overseeing customer complaints, including tracking complaint resolutions, handling complex and escalated customer service issues and to implement improved processes and procedures if required. Understanding the role of the Scottish Public Services Ombudsman (SPSO).

Competencies
As well as the ability to do this role you will be assessed in conjunction with the following competence areas:
· Conflict within Teams.		 Managing Change.		 Leadership.
· Customer Service.		 Continuous Learning.	 Communication.
· Problem Solving.		

5. Conditions and Remuneration

Salary and Benefits:

Salary Package

Salary:
£47,000 - £52,000 depending on experience

Car Allowance/Mileage: 
Applicable

Holiday
Up to 32 days paid holiday per year pro rata.

Pension
Employer pension contribution

Benefits
Working hours designed to offer you a good work-life balance.
Newly launched employee discount scheme

How to apply:
To apply for this post please send a CV, including a short explanation outlining your reasons for applying for this role and why you believe you are a strong candidate for this position, to our R3 recruitment mailbox: r3recruitment@r3repairs.co.uk

Please ensure you quote the reference for the post on your CV. 
Ref: CM0525  
Timescales: 
Closing date: Friday 21 June 2025

Interview date: Week commencing 30 June 2025



EQUALITY & DIVERSITY POLICY 
 
The Group are committed to promoting an environment of respect and understanding; encouraging diversity and eliminating discrimination by providing equality of opportunity for all in the following activities:

· Admission to the housing register

· Allocating housing

· Provision of all services to tenants and other customers

· Appointment of Consultants and Contractors

· Handling of comments and complaints

· Recruitment of Association members

· Recruitment of Management Committee / Board Members

· Recruitment and employment of staff, and all aspects of their Terms and Conditions of Employment

We are committed to complying with all current anti-discrimination law, regulation and good practice.

We aim to ensure that in all our policies, procedures and management decisions there is no discrimination on the grounds of age, disability, gender reassignment, marriage & civil partnership, pregnancy & maternity, race, religion or belief, sex and sexual orientation or on any other grounds.

We will provide information in alternative forms for those requiring it, for example translation into other languages where required.

As part of our commitment to Equality & Diversity, and in compliance with the Equality Act 2010, we have adopted a Disability Policy Statement and have been recognised by the Employment Service as a Disability Symbol User.

A full copy of our Equality & Diversity Policy may be obtained from the Group’s headoffice office at 18-20 Market Street, Haddington, East Lothian, EH41 3JL
 				


PROOF OF ELIGIBILITY TO WORK IN THE UK 

The law on preventing illegal working is set out in sections 15 to 25 of the Immigration, Asylum and Nationality Act 2006, section 24B of the Immigration Act 1971, and Schedule 6 of the Immigration Act 2016. 

Under this law, it is a criminal offence for R3 Repairs Ltd to employ a person who is not entitled to work in the UK.  If you are given a conditional offer of employment, you must be able to provide either:

· documents from List A or List B – Group 1 or List B – Group 2 so we can manually check your eligibility to work in the UK status, or;
· provide us with a Share Code so that we can check your eligibility to work in the UK status online (non-British and non-Irish citizens)

If you are a British or Irish citizen and do not have a passport (current or expired), please refer to points 3, 5, 6, 7 and 8 of List A.

If you are a non-British or non-Irish citizen and cannot show your original documents or your online immigration status, we will contact the Home Office to check your immigration status.

LIST A

1. A passport (current or expired) showing you are a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.

2. A passport or passport card (in either case, whether current or expired) showing you are an Irish Citizen.

3. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that you have been granted unlimited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

4. A current passport endorsed to show that you are exempt from immigration control, are allowed to stay indefinitely in the UK, have the right of abode in the UK, or have no time limit on your stay in the UK




5. A current Immigration Status Document issued by the Home Office to you with an endorsement indicating that you are allowed to stay indefinitely in the UK or have no time limit on your stay in the UK, together with an official document giving your permanent National Insurance number and your name issued by a government agency or a previous employer.

6. A birth or adoption certificate issued in the UK, together with an official document giving your permanent National Insurance number and your name issued by a government agency or a previous employer 

7. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving your permanent National Insurance number and your name issued by a government agency or a previous employer.

8. A certificate of registration or naturalisation as a British citizen, together with an official document giving your permanent National Insurance number and your name issued by a government agency or a previous employer.

LIST B – Group 1

1. A current passport endorsed to show that you are allowed to stay in the UK and are currently allowed to do the type of work in question.

2. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that you have been granted limited leave to enter or remain under Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

3. A current immigration status document containing a photograph issued by the Home Office to you with a valid endorsement indicating that you may stay in the UK and are allowed to do the type of work in question, together with an official document giving your permanent National Insurance number and your name issued by a government agency or a previous employer.




LIST B – Group 2

1. A document issued by the Home Office showing that you have made an application for leave to enter or remain under Appendix EU to the immigration rules on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.

2. A Certificate of Application (digital or non-digital) issued by the Home Office showing that you have made an application for leave to enter or remain under Appendix EU to the immigration rules (known as the EU Settlement Scheme), on or after 1 July 2021, together with a Positive Verification Notice from the Home Office Employer Checking Service.

3. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing that you have made an application for leave to enter or remain under Appendix EU (J) to the Jersey Immigration Rules or Appendix EU to the immigration Rules (Bailiwick of Guernsey) Rules 2008, or Appendix EU to the Isle of Man Immigration Rules together with a Positive Verification Notice from the Home Office Employer Checking Service.

4. An Application Registration Card issued by the Home Office stating that you are permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.

5. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that you may stay in the UK and are permitted to do the work in question.
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