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Job Description

Job Title:


Maintenance Officer  

Responsible to:
Assistant Facilities Manager
Overall purpose of the job: 
· To provide general maintenance and caretaking services.
· To provide cleaning services

· To provide a safe clinical waste management and recycling service 
· To supervise the Domestic Staff in the absence of the Assistant Premises Manager
Key responsibilities: 
Leadership

 Maintenance and Premises Management Services
· Carryout basic responsive maintenance repairs and arrange for the appropriate Maintenance contractor when required via the Associations Helpdesk
· Carryout basic painting and decorating

· Carry out all programmed planned preventative maintenance e.g. fire point testing, emergency light testing, water testing, equipment 
· Inspect schemes daily to ensure that Maintenance and Caretaking  standards  are maintained or improved and plan remedial work
· Ensure grounds are always clean and tidy, being free from litter, dirt, graffiti and accumulation of leaves as and when necessary             

· Ensure safe access to the premises liaising with the Maintenance Team clearing and gritting adequate paths during freezing weather, as and when necessary 

· To ensure that statutory testing is carried out within required timescales and that logbooks and record cards are completed.
· Monitor and liaise with Sub-Contractors, ensuring good Health and Safety Practices are being carried out and quality of work is of high standard.

· Being on ‘out of hours’ call out on a rota basis 
· As part of Facilities Management Team maintain to a high standard of cleanliness the communal and residential areas, including on a rota/regular basis or within timeframe determined by contract:

· Together with the Domestics respond to cleaning emergencies and to ensure any evidence of spilt fluids are speedily removed in a safe and hygienic manner

· Carry out planned cleaning such as carpet cleaning, hard floor cleaning, steam cleaning of equipment and furniture and internal window cleaning
· To follow and carry out the Association’s Pest Control Procedures by monitoring, recording and reporting any signs of pests


· Ensure that accurate records of stock are recorded and maintained
· Ensure planted areas are well maintained liaising with the Garden Maintenance Contractors
· Ensure that all refuse areas and bins are clean and that there is no over flowing bins
· Meet with Home Manager daily to discuss and to resolve any operational issues that can be dealt with at Scheme level
Health and Safety

· Ensure the Association’s Health and Safety procedures regarding Safety at Work are consistently implemented
· In all services implement procedures to alleviate any risk of cross contamination

· Contribute to Risk Assessment activities and implement appropriate actions

· Produce and implement safe system of work guides for all work activities 
· Ensure the premises are safe at all times for tenants, service users, visitors and staff
Other
· Undertake other duties as required by the Facilities Management as required 
· Provide ‘out of hours’ support as required by the needs of the business 
· Represent the Association and its services externally ensuring the Association’s professional reputation is maintained and enhanced 

Person specification:

Essential Qualifications and Experience
· Good building maintenance knowledge 

· Hands on cleaning experience

· Good understanding of quality service delivery
· An understanding of contract cleaning and caretaking requirements
· making 
· Supportive of a charitable caring organisation’s aims and values
Desirable:

· A building craft qualification
· Cleaning qualification

· People management experience

· Good IT literacy 

Competencies

The Maintenance Officer is expected to demonstrate a high level of proficiency in these areas:

· Understands customer needs and strives to exceed these and provide a caring, customer focused service
· Works openly and honestly with colleagues, customers and suppliers and treats others with respect
· Is a confident and persuasive communicator, able to engage effectively with a range of audiences to create clarity and understanding

· Is committed to achieve results personally and through others; sets clear objectives and works with determination and energy
· Takes all opportunities to learn and develop and supports others to do the same
· Is open minded, flexible and responds positively to change; focuses on improvements

· Manages time, resources and priorities effectively and flexibly
