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Maintenance Scheduler Fixed term until March 2026
Up to £27,624

Job Title: Maintenance Scheduler FTC 

Place of work: High Street Office/Working from home

Hours of work: 35 Hours (Core hours 8am – 5:30pm/4:30pm Friday)

Salary: up to £27,624 (dependent on skills & experience)
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About Beacon

At Beacon we’re a team in the truest sense of the word. We value relationships highly, so we invest in them daily. As a result, our workplace culture is open, trusting and respectful. It’s also safe, which we think is pretty critical to encouraging new ideas and approaches.

We employ almost 380 people across south west Wales and we trust every single one of them to know, and do, their work in the way that gets the best results for residents, the local community and the planet. 

We aim to be a 10,000 home organisation for the future; one which constantly raises the bar to deliver improved services and homes for residents.


Job Summary

Does helping people and going the extra mile make you happy? Well, it makes us really happy! We know that when our residents call us about a repair to their property, they’re not just telling us about something broken or not working, they’re letting us know about a problem with their home and we’re incredibly passionate about repairing and maintaining our tenant’s homes. After all, we know that, for our tenant, home is where the heart is, so it’s only right that we put our heart and soul into doing what matters. This means listening to and understanding the needs of our residents so that we can get the job done right first time and at a time that suits them.

We really care about the people and communities that we serve, and we need caring problem solvers who put the needs of the customer at the heart of everything they do to help us serve our communities. If what we do appeals to you and you think you have the positive attitude, ability, empathy and initiative to thrive in this environment, then we’d love to hear from you.

We are looking for Maintenance Schedulers to join our highly motivated and successful Scheduling Team. Our team exceeds our residents’ expectations time and time again, and this has been recognised in our annual resident satisfaction survey where we scored 95% this year. It won’t surprise you to know that we set the bar high. You will share our values, be a great team player and be happy to use your own initiative and organisational skills to get the job done. You will have the opportunity to provide input and help shape the way you work, with opportunity for professional growth and development along the way.

Purpose of Role

You will work in a small team of dedicated people answering phone calls from residents, trade operatives, contractors, Maintenance Inspectors, Caretakers, and others, primarily booking new jobs, dealing with ongoing works and arranging appointments as well as dealing with a variety of different types of queries. You will always provide high levels of customer service to everyone you deal with.

You will also be responsible for managing the day-to-day workloads of our in-house trade teams, allocating works to our operatives using our scheduling system; this involves using initiative and problem solving to ensure jobs are completed efficiently.

The role involves high levels of autonomy and initiative, there are no scripts, and you have the power to make the decisions on the frontline. You will be expected to listen to our residents, understanding their needs to achieve a good outcome that matters to them but also takes in to consideration the use of the organisations resources. 
To do this you will need to use multiple systems while answering calls, so you’ll need to be organised, competent with IT and good at multitasking.

You will manage the email inbox dealing with customer queries and respond to customer satisfaction scores getting feedback from tenants on how we can improve our service.

You will be expected to keep accurate notes, keep records up to date, input invoices and clear down data, essentially keeping data clean and relevant. 



Core Duties 

To take telephone calls, arrange appointments and inspections for maintenance staff or works for contractors as required. To follow up on queries raised by customers and update them in relation to their repair. 

Deal with repairs and queries that come into the team inbox, these queries could range from rearranging an appointment, dealing with defect repairs, arranging general repairs, amongst other tasks.

To schedule repairs in the most efficient and effective manner. 

To manage Beacon internal workforce operative’s diaries across all work streams. 

To manage a group of contractor’s diaries across all work streams. 

To ensure invoices and jobs are coded correctly, regularly input and systems updated. 

To deal with enquiries and correspondence relating to maintenance issues and maintain effective and up to date administration and IT systems. 



General Responsibilities 

· Be aware of and comply with Statutory and Legal obligations, the Group’s corporate aims, values, policies and procedures, tenancy conditions and good practice. 

· To work flexibly within the department and provide cover where necessary during periods of sickness, holidays, etc. 

· To undertake training as required, whether identified by self or others in the Group. 

· To comply with the Health & Safety regulations and the Group’s working procedures. 

· To treat colleagues and clients in a fair and non-discriminatory way. 

· Carry out any other duties reasonably determined by the Chief Executive or Director of Housing Services. 




NB. This is not exhaustive and may change to meet the needs of Beacon Cymru Group.





	
Desirable

Essential
	
	
Person Specification


	Education

	✓
	
	Literate and numerate

	Experience

	
	
	Of working with the general public and a wide range of client groups

	
	
	Worked in an environment with an emphasis on customer focus and excellence in service delivery

	  
	
	Used to dealing with high volumes of calls and managing multiple tasks

	
	
	You have demonstrable experience of accurately carrying out administrative tasks (invoicing, data entry, record keeping)

	  
	
	You have demonstrable experience of managing workloads and/or resources.

	  
	
	You have demonstrable experience of problem solving and using your own initiative

	Skills & Personal Qualities

	
	
	Enjoys helping people

	
	
	Works well within a team

	
	
	Able to organize own and others work

	
	
	Ability to listen, mediate and negotiate

	
	
	Ability to promote and develop healthy relationships

	
	
	Mature and professional attitude

	
	
	Good communication skills

	
	
	Keen to learn

	
	
	Flexible

	
	
	Confident and positive attitude

	
	
	Approachable

	
	
	Welcomes change

	
	
	Likes to use own initiative

	
	
	Commitment to the values, aims and objectives of Beacon

	
	
	A sense of humour

	
	
	Ability to accurately record information

	
	
	Able to work at times, under pressure in a busy environment 

	
	
	Hardworking and pro-active in your approach to complete tasks



	General

	
	
	Previous experience of working for a housing association or similar organisation

	
	
	Willing to undertake any training that will develop the role and themselves

	
	
	Excellent time keeping
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