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Hospice

Always caring





	Reports to:
	Maintenance & Estates Manager

	Accountable to:
	Head of Estates & Facilities


Main Purpose of the Post

To assist the Maintenance & Estates Manager (MEM) in the maintaining of all St Gemma’s premises and grounds including the charity shops to a standard agreed with the MEM and the Head of Estates and Facilities (HoEF). 

To assist the MEM in the completion of duties to ensure that all legal and regulatory guidelines are fulfilled.

1. 
Key Responsibilities

1.1 Ensure that all Hospice and St Gemma’s charity shops equipment and machinery is monitored and maintained both reactively and to predefined schedules described in the Planned Preventive Maintenance (PPM) schedules.  

1.2 When equipment needs to be replaced, the replacement and costs will be discussed with the MEM and HoEF as appropriate.

1.3 In the absence of the MEM take incoming calls to the MEM contact telephone 

number and deal and supervise with maintenance matters arising for all sites.
1.4 In the absence of the MEM contact, meet, instruct and supervise any contractors to all sites in accordance with Hospice standards, Health and Safety and all relevant legislation/regulations.

1.5 Ensure all practical aspects of current legislation are carried out eg Fire, COSHH, Health and Safety, Legionella etc.

1.6 Assist the MEM in providing transport to and from the Hospice, eg Estates & Facilities stores, maintenance stores.

1.7 Contribute to a maintenance on-call rota to cover 24 hours a day Sunday to Saturday.

1.8 Liaise with the MEM in the sourcing and supplying of equipment and machinery.

1.9 Be proactive in monitoring and reporting to the MEM information to enable improved/cost effective use of Hospice and maintenance resources.

1.10 Assist the MEM in the necessary preparation and support needed for internal/external functions/events.

1.11 Ensure that all record keeping is up to date and in accordance with Hospice standards and legal requirements.

1.12 Assist the MEM in ensuring that all records are filed consistently and centrally and are available for inspection both internally by the Hospice and for third parties such as the Care Quality Commission (CQC), Hospice insurers, Health and Safety Executive (HSE), the Environmental Health Officer (EHO), the Healthcare Commission (HCC) and other regulatory bodies that may wish to inspect maintenance documentation on occasion. 

1.13 Assist the MEM in the ordering of maintenance stores in an efficient and cost effective manner.

1.14 Ensure all maintenance/breakdown requests are completed in a timely & effective manner. Lifting and carrying a variety of maintenance tools and building materials. Climbing ladders and working at heights. 
1.15 Show regard for the clinical and physical environment.

1.16 Ensure all portering duties for other staff and departments in the Hospice are completed in a proactive, helpful, timely and efficient manner. 

1.17 Some of the work is done out of doors sometimes in the wet or cold weather. There are hazards involved in working up ladders and at heights and in dealing with electrical faults.
1.18 Ensure that all Hospice policies and procedures are adhered to. 

2.
Environmental Standards


Assist the MEM in the administration and application of statutory obligations under the Health and Safety at Work Act, Fire Regulations, the Environment Agency, Waste Management and WEEE Regulations, COSHH, Legionella, ACOP and all other acts and statutes.
GENERAL DUTIES AND RESPONSIBILITIES
All St Gemma’s employees are required to abide by the Health and Safety at Work Act, attend annual mandatory training sessions and ensure that they comply with Hospice policies and procedures at all times.

Employees must demonstrate commitment to their own personal development and are required to make a positive contribution to fundraising and raising the profile of the Hospice locally and nationally.

Strict confidentiality applying to all aspects of Hospice business must be observed at all times.

DBS CHECK

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore a Disclosure and Barring Services (DBS) check will be carried out for the successful candidate. Please see our statement on recruitment of ex-offenders which is available on our website.
VALUES AND BEHAVIOURS

St Gemma’s has a set of values and behaviours to improve the experience for our patients and our staff. This means that in undertaking this role the post holder is expected at all times to behave in a way that demonstrates commitment to the delivery of thoughtful care to all and continual improvement in line with the values detailed below.

Caring – Treating each person with kindness, empathy, compassion and respect.

Aspiring – continually learning and developing; striving for excellence in everything we do

Professional – Delivering high standards through team work, a skilled workforce and good governance. 

This role profile is not exhaustive and it will be subject to periodic review.  The post holder may be required to perform any other duties as may be deemed reasonable.
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