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Be part of a Great West Indian Tradition 

The University of the West Indies (The UWI) is a well‐established independent university that serves mainly the English‐speaking territories of the West Indies. These countries listed hereunder all contribute to The UWI: 

Anguilla, Antigua & Barbuda, Bermuda, The Cayman Islands, The Commonwealth of the Bahamas, Barbados, Belize, The British Virgin Islands, The Commonwealth of Dominica, Grenada, Jamaica, Montserrat, St. Christopher & Nevis, St. Lucia, St. Vincent & the Grenadines, The Republic of Trinidad & Tobago, Turks and Caicos. 

Our annual output of graduates, Caribbean‐focused research and policy advice provided to governments and the private sector, continue to have a profound influence on the English‐speaking Caribbean, contributing to the region’s stability and its relative well​being. 

OUR HISTORY 

The UWI is the oldest, fully regional institution of higher learning in the Commonwealth Caribbean.

The UWI began at the Mona Campus, Jamaica, in 1948 as a College of the University of London; and in 1962 achieved full university status. The St. Augustine Campus in Trinidad and Tobago was established in 1961 and in 1963 a third Campus was established at Cave Hill in Barbados. In 2008 The University established a fourth Campus – The Open Campus – to better manage and expand multi‐mode delivery of its programmes. 

OUR FACULTIES 

The seven faculties of The UWI offer a wide range of Undergraduate, Master’s and Doctoral programmes in Food and Agriculture, Humanities and Education, Engineering, Law, Medical and Veterinary Sciences, Science and Technology; and Social Sciences. Several of these programmes are delivered through the distance mode. 

Visit us online at www.uwi.edu to find out more about The UWI or www.sta.uwi.edu for more on the St. Augustine Campus and the region we serve! 
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Division of Facilities Management (DFM)
The Division of Facilities Management (formerly Works Department) has been in existence since the establishment of The University of the West Indies itself. Its primary function is to develop and maintain the physical plant of the Campus and to provide a conducive and sustainable environment for safe living, learning, teaching and research. Our team of more than 100 employees tailors its services to meet the needs of our customers who occupy diverse facility types, ranging from laboratory and teaching environments to libraries, sporting facilities, offices, commercial spaces and residential houses.

Major responsibilities of the Department include: maintenance of HVAC equipment, road, building and landscape maintenance, solid waste disposal and general sanitation, plumbing, drainage and sewerage treatment plant maintenance, CCTV surveillance, telephone and electrical maintenance, project management, utilities and energy management and management of staff accommodations.

Within the framework of The UWI’s Charter and Strategic Plan, the DFM has the overall responsibility for the management, operation, maintenance and development of the University’s property and physical assets including its grounds.
Housing Officer

Qualifications & Experience
The successful candidate must possess a Bachelor’s level degree in Management or any related field

Certification in Law or Real Estate & Property Management would be an asset
3 – 5 years’ experience in a related or similar field is also required as well as experience in the following:

• Public relations/customer service 

• Liaising with real estate agencies and landlords
Experience in legal real estate matters would be considered an asset
An equivalent combination of qualifications and experience will also be accepted

Duties and Responsibilities
· Securing suitable and comfortable accommodation for members of the academic, senior administrative and professional staff who wish to be housed through The University

· Ensuring that the University owned and rented properties are well maintained whether through DFM or owners

· Viewing properties offered by owners in the on-going search for secure and suitable accommodation for staff members

· Negotiating rentals and conditions when leasing properties

· Recommending rentals, leases, renewals and requests for increased rents to Campus Registrar and Campus Bursar

· Liaising with HR staff on matters related to housing – arrivals, entitlements etc.

· Liaising with Bursary staff on leases – new, renewals, rental payments, terminations etc.

· Communicating with owners in response to requests for repairs/replacements necessary in leased accommodation

· Maintaining a current and up-to-date database of properties and occupants

· Liaising with all areas of DFM management to ensure that accommodation is efficiently maintained and necessary repairs effected

· Taking current members of staff to view properties, and would be staff who visit to explore what UWI and the country have to offer before signing/accepting their contracts

· Assisting staff with telephone, electricity and cable/internet matters

· Liaising with TTEC, TSTT, Flow and other service providers on matters for staff and for the properties owned or leased

· Acquiring furniture, appliances, cutlery, crockery and cutlery for properties owned

· Ensuring that all leased properties are furnished as required
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Personal Attributes
The Division places high priority on individuals who can work well in a team environment. Candidates should also possess good communication and interpersonal skills. A good command of both oral and written English is essential. Candidates must also:

• Enjoy looking after others and ensuring that they are comfortable

• Be customer service orientated

• Have strong negotiating skills

• Possess some knowledge of real estate matters 

• Have a valid Drivers’ Permit and own a motor vehicle
REMUNERATION PACKAGE 

ANNUAL SALARY RANGE:
Housing Officer (Contract Officer): 

Minimum
: $109,068


Maximum
: $203,916
 
BENEFITS: 
· Transportation Allowance of TT$2,950 per month
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