KATHARINE HOUSE HOSPICE

JOB DESCRIPTION



Area of Work:
All areas – Hospice, Clinic and Retail premises
Responsible to:
Facilities, Health & Safety Manager  

Mission

“TO OFFER THE BEST CARE SO THAT PEOPLE IN OUR COMMUNITY AFFECTED BY PROGRESSIVE ILLNESSES CAN LIVE THEIR LIVES TO THE FULL”

Department Objectives

It is essential to the delivery of this mission that efficient maintenance support is available to all departments of Katharine House Hospice, Business Centre and Lymphoedema Clinic. Maintenance support is also provided to 23 retail premises around mid-Staffordshire. 
Role within the Department

In order that Katharine House Hospice, Business Centre, Lymphoedema Clinic and Retail premises can be maintained with due regard to the safety of the environment and in good repair the Maintenance Supervisor will be responsible for managing the buildings and grounds of all premises.  

Function and Responsibilities

Specific Objectives 

The post holder will supervise the Maintenance Steward, Decorator and a number of volunteers who carries out minor repairs and  gardening tasks. The post holder will carry out repairs, maintenance tasks, statutory inspections and liaise with contractor. It is expected that the post holder will manage, update and monitor the Planned Preventative Maintenance Programme and support the Facilities Manager to develop the long term maintenance programme. 

Key Tasks and Responsibilities

1. Effectively manage all aspects of maintenance for the organisation 
2. Liaising with managers and staff regarding maintenance requirements 
3. Ensuring all maintenance matters, emergencies and repairs are dealt with appropriately and in a timely manner 
4. Prioritising work for the Maintenance Steward, Decorator, gardening volunteers and external contractors  
5. Carrying out routine maintenance inspection for all locations 
6. Ensuring all statutory checks, inspections and services are carried out 
7. Controlling expenditure of materials within the maintenance budget 
8. Organising tenders 
9. Liaising with external contractors 
10. Carry out maintenance tasks, repairs and statutory inspections 
11. Assisting with staff performance reviews

12. Assisting Facilities, Health & Safety Manager with defining and managing budgets

13. Responsible for ensuring Hospice owned vehicles are suitably maintained (currently three)
14. Work with authority to make decisions in the absence of the Facilities, Health & Safety Manager 
Other Tasks and Responsibilities

1. Travel to all organisational premises as and when required (mileage paid and use of shared maintenance vehicle)
2. Provide out of hours emergency call out, support, as per an agreed rota 

3. Supervise voluntary gardening team to ensure Hospice and Clinic grounds are well maintained, safe and tidy 
4. All employees have a responsibility to abide by the safety practices and codes authorised by Katharine House Hospice. They have an equal responsibility with management for maintaining safe working practices.

5. The Maintenance Supervisor may work individually but will frequently come into contact with visitors, members of the public, staff, volunteers and patients.  They are expected to work in a courteous and friendly manner with everyone they come into contact with.

There are a number of possible additional functions that the post-holder may take on depending upon their specific skills and competencies. The post-holder should be aware that this job description may alter in discussion with them upon appointment or at review meetings. As the organisation develops the job description will need to reflect the needs of the organisation and the support required by other staff teams. 

Key Competencies and Skills Requirements

Qualifications

Essential

None
Interest 
An electrical, plumbing or carpentry qualification  

Competencies

Essential

· Good communication skills

· Understanding of plant equipment and heating systems 

· Planning maintenance schedules 

· Proficient in the use of a PC 

· Proficient in the use of Word and Excel.

· Ability to liaise within a complex organisational structure.
· An ability to prioritise tasks within an environment of competing interests.
· Demonstrable practical maintenance skills 
Desirable 

· Experience of managing maintenance of a multi-site operation 
Other 
· Own adequately insured and roadworthy transport (mileage allowance will be paid)  
PERSON SPECIFICATION – Maintenance Supervisor
	
	Essential
	Desirable

	Qualifications

· Electrical

· Plumbing

· Carpentry

· Health & Safety
	
	




	Experience

· Supervising others

· Understanding of plant and boiler systems

· Managing planned maintenance

· Managing maintenance of a multi-site operation

· Working/volunteering in the charitable sector
	




	


	Skills and attributes

· Organisational skills

· Able to communicate with others

· Able to liaise effectively

· Able to multi task

· Able to work to tight deadlines

· Decision making

· Hands on approach

· Managing conflicting demands

· Self-motivated

· Attention to detail

· Willingness to keep key skills up to date (to meet legal requirements)

· Holding a budget

· Organising tenders

· Proficient use of computers, including MS Excel and Word

· Provider of training
	










	




	Other

· Flexible attitude

· Positive attitude

· Team Player

· Good interpersonal skills

· Pride in your work

· Own transport
	










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