BRITAIN YEARLY MEETING 
JOB DESCRIPTION 
	JOB TITLE:

          Maintenance Technician 
REPORTING TO:

Maintenance Team Leader 
RESPONSIBLE FOR:     
N/A
DEPARTMENT:

Hospitality & Facilities


DATE:

           December 2021





Job Purpose 
To undertake, maintain and make repairs to the building, grounds, fixtures and fittings at Friends House to ensure safe operational conditions, by completing tasks other than those requiring professional certification. To plan, manage and undertake ongoing work on the preventative maintenance programme. To resolve any immediate operational and / or safety concerns by managing tasks reported to the maintenance team by email, verbally or by any other method and contribute to promotion of a welcoming and safe environment for staff and visitors to the building.
Key Accountabilities & Main Tasks: 

· To undertake varied maintenance tasks such as plumbing, carpentry, decorating and mechanical engineering tasks not requiring professional certification
· Prioritise daily tasks, ensure all tasks recorded are completed efficiently, in a timely manner and to the required standards
· Identify and record any maintenance issues and repair faults found in the course of duties that cannot be attended to at the time
· To oversee and assist contactors when on site
· Inform your line manager of low levels of maintenance consumables, such as lamps, fuses and filters so that new supplies can be re-ordered

· Have full working knowledge of all equipment, tools, materials and agents, use equipment as directed by your line manager and in accordance manufacturers’ instructions
· Ensure all maintenance equipment is kept clean, maintained in safe working order and stored safely when not in use

· Report faulty equipment that cannot be fixed to the Maintenance Team Leader, ensure that it is clearly labelled as faulty and not used
· Complete any planned preventative maintenance, deep cleaning tasks or small maintenance projects scheduled for completion as directed

· To oversee and maintain the external bin store, basement store areas and other plant / utility areas
· Respond to emergency situations for the purpose of resolving immediate safety concerns
· Assist in promoting and supporting ethical and sustainable business issues through our services to include the promotion of:

· Initiatives that improve the organisations’ ability to recycle materials

· Working methods that reduce the amount of chemicals and consumables used and other resources that could impact the environment

· Initiatives that reduce the buildings energy consumption
· Cover the Maintenance Team Leader during holiday and absence periods to contact and oversee contractors working on site and assist with queries associated with recycling any other contract services
· During off peak periods or when maintenance support is not required, be prepared to take on other duties within the department as necessary  

2. Intellectual Demands  
· The ability to investigate, identify and where possible rectify minor faults. The post holder is expected to make decisions on a daily basis, including the provision of advice and decisions to the team and that provided to internal and external contacts
· The post holder is required to provide a high level of attention to detail, working swiftly, efficiently and accurately under pressure 

3. Judgements  
The post holder makes operational decisions that affect the service delivered to staff  which can affect the operational efficiency of the organisation
Makes operational decisions that affect the quality of service delivered to external customers which can affect the profitability of the Hospitality Company (negative experiences resulting in refunds and loss of returning custom)
The post is defined by organisational policies, procedures and codes of conduct

4. Use of Resources 
· Responsible for managing the security and control of materials and equipment 

· Use of tools and access equipment as provided by the Society
5.   Communications  

· Communicate well and demonstrate a pleasant, polite, efficient, caring and friendly service to colleagues, contractors and visitors

Internal: 60% of the role involves dealing with Friends House staff
External: 40% The role also involves communicating with external technicians, tradesmen and visitors to Friends House
6. Physical Demands & Co-ordination 

The role involves prolonged periods of standing on your feet, working at heights, moving / manual handling of heavy equipment and working with electrical equipment (including industrial cleaning equipment)
7. Working Conditions and Emotional Demands 

The role requires lone working and sometimes without supervision
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ESSENTIAL SKILLS AND KNOWLEDGE 



· General competence in plumbing, carpentry, and decorating 

· Able to perform multiple and varied maintenance tasks such as plumbing, carpentry, decorating and mechanical engineering not requiring professional certification       

· Able to follow written and verbal instructions  / directions for work tasks
· Good organisational skills, able to show initiative, manage priorities and work independently, without direct supervision, also able to work as part of a team

· Ability to learn new skills in order to meet changing job conditions
· Be able to propose necessary remedial action to be carried out either by the post holder or by specialist contractors

· Able to operate/handle equipment, tools and hazardous materials used in skilled trades safely and correctly once trained (e.g. power / hand tools, etc)
· Knowledge of manual handling – ability to lift and carry a variety of trade tools and building materials. (Approx. 90% of the work involves carrying and moving equipment and materials in performing the role)

· Able to safely climb ladders and work at heights
· Commitment to maintaining high standards of presentation and cleanliness and customer care

· Good inter-personal skills, articulate and able to communicate both verbally and in writing with people from a variety of different backgrounds

· Able to adapt to an ever-changing environment with changing work priorities

· Enthusiastic with an attention to detail
· Use of Microsoft outlook
· Knowledge of and sympathy with Quaker values
ESSENTIAL EXPERIENCE 

· Previous experience of working in a general maintenance or tradesperson role in a similar sized building / environment and have previously acquired the knowledge required to satisfactorily perform the functions of the job including: knowledge of working methods and practices, tools and materials used in building maintenance and repair work
· Evidence of success in completing maintenance assistant / handyperson tasks

· Awareness of the main requirements of health and safety legislation and good practice relevant to the duties of the post

ESSENTIAL TRAINING AND QUALIFICATIONS 

· NVQ Level 3 in Maintenance Operations or life experience within the maintenance trade )

COMPETENCIES

The postholder is expected to demonstrate Quaker Values, Hospitality Commitments and the following Hospitality & Facilities competencies: 
Team Work: Works effectively with others and builds positive relationships 
· Readily shares knowledge and information
· Actively contributes to discussions and in meetings 
· Understands others peoples perspectives
· Proactively seeks feedback to improve ways of working
· Gets to know colleagues to understand their viewpoints and how they like to work.

Planning & Organising: Organises and delivers tasks in a decisive and timely manner

· Adapts positively to change- deals with the unexpected
· Is pro-active and uses initiative
· Overcomes obstacles to ensure work gets done
· Works with minimal supervision
· Contributes ideas to improve ways of working 

Working responsibly: Uses resources (people, technology, finance, supplies and equipment) responsibly ethically, delivering to internal processes and standards

· Looks for ways to reduce wastage and work in cost effective way
· Supports and encourages others to conserve and manage resources
· Understands the wider statutory and legal regulations that impact on the department
· Supports others to deal with uncertainty, difficulty or changes to resources
· Enters information is kept up to date and maintained effectively
Customer focus: Understands customer needs and builds effective customer relationships 
· Takes ownership for resolving problems
· Shows a good understanding of customer’s needs
· Find different solutions to address customers’ needs
· Delivers what’s says will deliver – is true to word
· Goes the extra mile.
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Manager:
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