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[bookmark: _Hlk137478831]Job Description 
Post:			Maintenance Assistant

Salary:		£14,954.42 (£24,924.04 FTE) per annum 

Hours:			22.5 hours per week

Reports to:		Director of Facilities and Safety 

Accountable to: 	Chief Executive 

JOB PURPOSE

To assist with the general upkeep of hospice buildings, grounds and equipment to support the provision of a safe, well-maintained environment for patients, staff and visitors.
1. Key areas:

· To carry out basic internal and external building repairs and maintenance to agreed procedures and standards
· To assist the Director of Facilities and Safety in maintaining the planned maintenance schedule, reporting completion and any remedial works required.
· To carry out grounds maintenance duties and allocate tasks to volunteers
· To carry out duties with the highest regard for safe working practices and adherence to procedures
· To liaise with contractors/workmen whilst on site, ensuring the Hospice safety and quality standards re maintained at all times. 
· To carry out testing (training provided) and keep appropriate records.
· To advise the Director of Facilities and Safety of any repairs and maintenance requiring the attention of outside contractors
· To work with other members of staff and volunteers on maintenance tasks and coordination of work as required
· To attend meetings relevant to the role
· To maintain open communication both within and outside the facilities team 
· To assist with the maintenance and servicing arrangements for all Hospice vehicles.
· Be available to deliver patient samples and other driving duties as required.
· Be able to work on own initiative and willing to work remotely at the Hospice retail outlets.
· To undertake any other duties as requested by the Facilities Manager and other senior managers including the ability and willingness to provide emergency cover in other facilities functions.
· Ability to work occasional evenings, weekends and bank holidays




Person Specification

Maintenance Assistant

	Knowledge and qualifications
	Essential
	Desirable

	Basic knowledge of a trade such as painting & decorating, plumbing, joinery.
	
	

	City & Guilds or NVQ qualification within electrical, plumbing or building trades
	
	

	Knowledge of Health and Safety in the workplace.
	
	

	Knowledge of risk assessment and COSHH standards
	
	

	The ability to carry out risk assessments.
	
	

	Knowledge of moving & handling
	
	

	Experience
	
	

	Understanding of the Data Protection Act 2018 requirements and other relevant legislation
	
	

	Competent in a variety of practical maintenance skills
	
	

	Practical experience of grounds maintenance planning and tasks
	
	

	Experience of working to safe working practices and standards
	
	

	Ability to maintain gardening tools to an acceptable standard.
	
	

	Experience of working within the healthcare sector
	
	

	PAT testing qualification
	
	

	First Aid qualification
	
	

	Experience of carrying out regular testing of high priority safety systems including the fire alarm and Legionella testing on the water distribution systems.
	
	

	Skills and abilities
	
	

	High attention to detail
	
	

	Excellent IT skills including Microsoft Office suite.
	
	

	Ability to communicate effectively and appropriately
	
	

	Ability to work within personal and organisational boundaries.
	
	

	Knowledge of project delivery. 
	
	

	Awareness of budgetary constraints and ability to purchase ‘value for money’ sundry items within them.
	
	

	Personal qualities
	
	

	Able to work well as part of a team
	
	

	Able to work without direct supervision
	
	

	Flexible and adaptable approach to work
	
	

	Highly motivated
	
	

	Good interpersonal skills & ability to communicate at all levels
	
	

	Discreate and respectful and demonstrate absolute confidentiality in all Hospice matters
	
	

	To be an Ambassador for the Hospice, always demonstrating the required values.
	
	

	Special requirements
	
	

	Driving licence and ability to drive hospice vehicles
	
	

	Fit and able to use a variety of machinery (e.g. lawn mower, electrical power tools/equipment)
	
	

	Ability to work occasional evenings, weekends and bank holidays
	
	





This job description is subject to periodic review, including as part of the annual appraisal process, and may be revised following consultation with the post holder to reflect evolving service requirements and organisational priorities.
The duties and responsibilities outlined are not intended to be exhaustive. The post holder will be expected to undertake any other reasonable duties appropriate to the level and nature of the role.
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