Job Description

	Job Title:          Maintenance Assistant
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	Department: 
	Commercial and Operations

	Service Area:
	TRCH

	Grade: 
	C

	Post reference number:
	CO0958

	

	1 Job Purpose 

To provide maintenance support for the Royal Centre, performing basic maintenance and supervision of contractors 

	

	2 Principal duties and responsibilities

	1. To check the building for maintenance issues and graffiti dealing with minor maintenance and reporting other issues to the contracted plumber, carpenter or the Maintenance Supervisor/Technical Director entering the details into the maintenance book

2. To check the maintenance book on at least a daily basis, investigating Maintenance reports, undertaking minor maintenance work as and when required, reporting maintenance requirements beyond this to the contracted plumber, carpenter or the Maintenance Supervisor/Technical Director

3. To support the relevant contractor in the regular sprinkler, fire alarm, plant, service and legionella checks
4. To perform fire alarm, sprinkler, fire door and emergency battery checks on a regular basis as required entering the details into the relevant log book
5. To give access to, induct and supervise contractors on the premises, ensuring they sign in and are given the asbestos log book on entry and any issues therein underlined to them ensuring health and safety and best practice are followed whilst the contractors are on site as far as reasonably practicable  
6. To perform checks according to the asbestos log book on a six monthly basis, recording the results in the log book
7. To work effectively as a member of the Technical Department and to make a positive contribution to the work of the Company as a whole

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	

	

	6 Post holder’s immediate supervisor:  Technical Director

	

	Prepared by/author:  Dave Guy 

Date:  July 2011 

	Job title:   Technical Director, Royal Centre 


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification
	Job Title:          Stage Door Keeper



	Department:      Commercial and Operations 

Service:             TRCH 

Grade: C
Post reference number: 
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	Requirements
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	Experience
	Advantageous to have experience in a comparable venue performance of maintenance work
Experience of general maintenance work
Experience of working in a public area
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	Technical
	Knowledge of basic maintenance, carpentry skills, electrical skills 
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	ITC/Computer Literate Experience of using various Microsoft packages including Word and Excel 
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	Communication and Team Work
	Ability to communicate effectively at all levels.
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	Strong interpersonal skills.
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	Work to promote mutual respect and good relations
	To demonstrate understanding of the Customer First approach towards service delivery and a commitment to Nottingham’s City Council’s Equality and Diversity Policy.
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	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.
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	The postholder will be subject to an enhanced Criminal Records Bureau.  
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	


