Maintenance Assistant 
Reports To:	Maintenance Lead 	Grade:	   D			JD ID:	
Supervises:	None 
MAIN PURPOSE
· Under the guidance of the maintenance lead ensure that all essential maintenance and legal checks are carried out in a timely manner.  
· Respond quickly and effectively to all reasonable requests for assistance/help with routine tasks.  
· Support the maintenance lead with ongoing safety and regular upkeep of the hydro pool, sewage treatment plant, external appearance, and general safety of the site.
· To provide cover in the absence of the maintenance lead. 
DUTIES
· [bookmark: _Hlk220594851]Assist the maintenance Lead to ensure all records are accurate, well maintained and available for inspection by relevant parties at all times. 
· Under guidance, review Home Maintenance Logs daily for urgent tasks which are to be completed the same day wherever possible or a request logged to an external contractor; allocate time at the earliest opportunity to complete all non-urgent tasks as requested.
· Assist with maintaining the fishpond, ensuring the filter is cleaned on a regular basis.
· Support the Maintenance Lead to ensure that the Trust’s vehicles are inspected weekly and the maintenance logged for oil, water, and tyre pressures etc and also keep the vehicles cleaned both inside and out on a weekly basis.
· [bookmark: _Hlk220594073]Ensure that time is allocated sensibly and fairly across the main areas on site in identifying work to be done.  Guidance will be given as specific needs arise. 
· Undertake redecoration of internal areas as required. 
· For larger repairs or replacement machinery requirements, ensure both the maintenance Lead and RHM are aware, providing information as requested to enable necessary and accurate quotes to be obtained.  
· Ensure any machinery that becomes unusable is reported and highlighted to the Maintenance Lead and/or management team and relevant staff, updating with repair progress as necessary and ensuring clear signage keeps staff teams aware and updated. 
· Assist with the ongoing maintenance of a smart appearance to all external areas at all times; car parking areas and walkways to be swept at least on a weekly basis, windows cleaned etc.
· Under the guidance of the maintenance Lead maintain a sensible supply of DIY materials likely to be required to complete most routine jobs.
· Work with the maintenance lead to support volunteers while onsite, providing rewarding opportunities and a welcoming and supportive environment. 
· Have an awareness of how the Hydro pool works to be able to provide the Hydro pool team with support as and when needed, providing cover for water testing when necessary. 
· Attend external training courses or undertake any reasonable course of study as directed by the RHM in order to maintain or enhance knowledge in relation to key areas of responsibility.
· Drive residents on trips/appointments and outings on occasion as required and where viable based on other outstanding tasks and their associated risks.
· Undertake any other reasonable duties as directed from time to time.


In the absence of the Maintenance Lead provide the following cover.
· As and when required, carry out all fire safety, emergency lighting and nurse call alarm checks according to weekly, monthly, and quarterly schedules.  Results to be recorded and appropriate issues raised with the Maintenance Leand and/or RHM or other person with immediate responsibility.
· Complete a daily walk-around of the entire site to observe any matters requiring attention.
· When required, liaise with external contractors, meeting with them when necessary and providing orientation of the site.
· Review Home Maintenance Logs and emails daily for urgent tasks which are to be completed the same day wherever possible or a request logged to an external contractor; allocate time at the earliest opportunity to complete all non-urgent tasks as requested and liaise with external contractors to ensure satisfactory completion of tasks.






















WORKING RELATIONSHIPS AND CONTACTS
Key Internal:   	Residents, directors, managers, nurses and support workers 
Key External: 	Contractors, visitors, resident’s relatives 

CHRISTIAN ETHOS AND VALUES
The post holder must carry out all duties in a manner which is consistent with Martha Trust policies, procedures and practices, and to maintain at all times the Christian ethos and values of the organisation, ensuring, as far as possible, that all activities within the work setting are consistent with those values.

CONFIDENTIALITY
The post holder must ensure that any information relating to employees (future, current and past) or Service Users is treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of the team or managers.

HEALTH AND SAFETY
The post holder must be familiar with Martha Trust Health & Safety policies and guidelines as well as their legal responsibilities. All work should be undertaken so as to be consistent with these, and so as to ensure own health and safety, and that of others affected by their work.






































PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· Good GCSE level standard education or equivalent 
· General understanding and experience with basic house upkeep, DIY and gardening. 
· Hold a driving licence. 

	· Any skilled qualifications – painting, electrical, mechanical, plumbing etc.



	Knowledge
	
	· Knowledge of vehicle mechanics
· Knowledge of computers and Wi-Fi.


	Experience
	· Previous experience in a similar role or life experience that can be applied to the role. 
	· Experience of transferring skills to others (coaching/training)


	Technical Work-based Skills
	· Excellent DIY and general maintenance skills
· Full clean driving licence
	

	General Skills/Attributes
	· Good communication skills
· High personal standards
· Positive attitude
· Willingness to be flexible with duties and working patterns when required. 
· Respect for the Christian ethos of the Trust.
· Able to work on own initiative and with minimum supervision. 
· Ability to effectively manage own workload, planning and managing time effectively.
· Ability to work as part of a team and promote harmonious relationships.

	



*Or willingness to obtain upon commencement of role.
This job description and person specification is not exhaustive, and amendments and additions may be required in line with future changes in the post holder duties.
	Signed by Employee
	
	Date
	

	Signed by Manager
	
	Date
	

	Signed by Human Resources
	
	Date
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