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Job Description

Job Title:	Repairs Analyst

Department/Section:	Assets and Property Services

Location:	Head Office, Selkirk or other locations as required

Salary:	SBHA Grade E

Reports To:	Director of Property Services (Initially) 

Date:	April 2026

Overall Purpose

Maintain accurate, reliable repairs data in SBHA systems and proactively analyse it using a range of sources, including external benchmarking.    Utilise the data to support effective repairs planning, programming, delivery, and reporting. Identify opportunities to improve  both the quality and scope of repairs so it better supports decision making, service improvement, a positive customer experience. 
Principal Accountabilities

· Ensure the systems accurately reflect repairs information and support the review and interpretation of the data to report repairs service delivery, performance, compliance and any other relevant statutory/regulatory requirements.
· Maintain repairs insight data and information to inform decisions.
· Through the provision of information, support the development of cyclical and planned programmes of work, to deliver more pro-active and pre-emptive works to reduce reactive repair requirements.
· Support the Directorate in procurement activity providing quality data for tender documents.
· Proactively analyse data to support improved performance identifying underlying trends and issues as well as providing comparison and benchmarking data. 
· Maximise the use of information technology to provide routine and ad hoc reports and to carry out data analysis and report writing for management.
· Continuously review reporting methodologies and systems to ensure processes are efficient, fit for purpose, compliant and the resulting data is easily understood.    
· Support the preparation of relevant monthly KPI’s and annual ARC reporting in a timely and accurate manner to enable performance reporting to Leadership team, SBHA’s Governance and the Scottish Housing Regulator.
· Support the creation and implementation of relevant policies, procedures, and systems to support the implementation of SBHA’s strategies.
· Actively maintain awareness of internal and external reporting requirements identifying any changes and working with business to ensure recording methods and reporting are compliant.  

Governance & Compliance
· Comply with all policy directions and regulations of SBHA.
· Contribute to the preparation of regular reports for the Board, its Sub-Committees and Executive Team. 
· Support work with regulators, internal and external auditors, and consultants to provide management information and data, feedback, and written comments. 
· Keep pace with legislation and standards to ensure compliance in all areas including data security and data protection in liaison with the organisation and SBHA’s appointed Data Protection Officer. 
· Play an active role in contributing to effective cross team working/departmental projects and provide cover for the Asset Analyst, Business Insight Analyst and other colleagues as required.

General
· Promote and represent the Association locally.
· Model and promote behaviours consistent with SBHA’s values and standards and observe and continually promote equal opportunities and diversity in compliance with Association policy.
· Commit to continuous personal and professional development and keep abreast of emerging or new legislation, standards, and best practice. 
· To maintain awareness of Tenant participation and engagement as a commitment by SBHA to its Tenants and encourage customer involvement and active engagement to help shape the service.
· To be aware of and comply with personal responsibility for Health and Safety in the workplace and lone-working, and the Association’s general responsibility for the Health and Safety of its customers and Tenants.
· Carry out any other reasonable duties appropriate to this post.

Contacts 

Internal:	Chief Executive, Executive Team and SBHA Team.

External:	Tenants and other customers, Housing Associations, Local Authorities and public bodies, the Scottish Housing Regulator, the Scottish Government, National Bodies (SFHA, CIH etc.), Contractors & Suppliers and private and Third Sector Partners. 

Working Environment

You may be required on occasions to work out with and in excess of normal working hours.  You may be required to work in locations out with Head Office and to travel mostly within and on occasion out with the Scottish Borders area to perform your duties.

PERSON SPECIFICATION

Job Title:       	Repairs Analyst			  
Department/Section:	Assets and Property Services
Date:	April 2026
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	Assessed at

	

Requirement


	Essential
	  Desirable 
	Application
	  Interview

	1. Qualifications,  Experience & Knowledge
	
	
	
	

	Educated to HND level, in a relevant discipline or able to demonstrate equivalent skills gained through training and experience.
	ü
	
	ü
	

	A recognised relevant IT, Housing or Technical qualification
	
	ü
	ü
	

	Evidence of continued professional development and prepared to undertake relevant further training
	ü
	
	ü
	ü

	Minimum 3 years’ experience in a repairs or analyst role requiring data analysis and reporting, or can demonstrate equivalent / transferable skills in reviewing and interpreting information
	ü
	
	
ü
	
ü

	Experience of data collection techniques and data verification practises to provide robust data for KPI’s and ARC reporting or equivalent
	ü
	
	ü
	ü

	Knowledge and understanding of SHQS data requirements
	
	ü
	ü
	ü

	Knowledge of public sector procurement 
	
	ü
	
	ü

	Ability to devise, manage, and review reporting processes to ensure accuracy and efficiency to deliver continuous improvement in service delivery.
	
	ü
	
	ü

	Experience of report creation using tools such as Business Objects.
	
	ü
	
	ü

	Knowledge and experience of working with Housing systems preferably Northgate and Total Mobile Connect.
	
	ü
	
	ü

	

Requirement


	Essential
	  Desirable 
	Application
	  Interview

	2. Skills and Abilities
	
	
	
	

	Strong IT skills with ability to use a broad range of software and advanced Microsoft Excel skills.
	ü
	
	ü
	ü

	Excellent Information and Communication Technology skills to produce reports, presentations, plans and to extract, analyse and produce information and key business data.
	ü
	
	ü
	ü

	Strong analytical and problem solving ability
	ü
	
	ü
	ü

	Ability to demonstrate resilience, work effectively under time pressure, prioritising, as appropriate to meet tight deadlines and key project milestones.
	ü
	
	ü
	ü

	Great team player, able to work effectively with colleagues and partners to deliver organisational ethics, values, and common objectives.
	ü
	
	ü
	ü

	An effective communicator with excellent verbal, presentational, and written skills
	ü
	
	ü
	ü

	Deals responsibly with confidential and sensitive information
	ü
	
	ü
	ü

	3. Other Requirements
	
	
	
	

	Committed, flexible and adaptable approach to work requirements
	ü
	
	
	ü

	Prepared to work outside normal business hours when required
	ü
	
	
	ü
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