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Digartref Ltd

JOB DESCRIPTION


Job Title:			Maintenance/Handy Person Operative  
Responsible To:		TBC  
Location:			Various (Isle of Anglesey & Bangor)  
Salary:	                              Pt 20 to 21 (£25,916.80 - £26,717.60) PRO RATA  
Hours Of Work:	30 hours per week (additional hours may be available as overtime) 


Purpose of the role

The role will be key to ensuring the properties/buildings used to deliver Digartref Cyf’s services are maintained to a high standard, are safe, clean and well kept. The role will need to be responsive, providing efficient, safe and effective maintenance/handyperson services, that meet the needs of the charity, its staff, and service users.   

Working across various sites, the post holder will need to be hands on and have a high level of practical skills (basic plumbing, joinery, painting, general repairs). Carrying out a range of scheduled and responsive routine repairs, general maintenance and ground works to a high standard across all properties, including, hostels, self-contained flats/houses, and offices.

1. Main Duties & Responsibilities 

Although not exhaustive, the main duties of this role are to:

· Effectively respond to a range of repairs and maintenance requests from managers who have day to day operational responsibility for our buildings including hostels, self-contained accommodation and offices.

· Provide a responsive service, that meets deadlines and target times, prioritising work in order of need, ensuring adherence to Health & Safety or other regulatory requirements.  

· Undertake void inspections, assessing what repairs, redecoration, furniture replacement etc is needed in empty flats and rooms, in order to turn these around quickly for relet.    

· Carry out general repairs and maintenance work required across all properties and grounds as instructed, where it is clear a qualified trade person is not required.  Although not exhaustive these may include: 

· Carrying out minor repairs at hostels, flats and offices including replacing toilet seats, mending holes in walls or doors, changing door handles and replacing locks, getting keys cut, mending furniture. 

· Carry out preventative maintenance e.g. unblocking gutters, fixing dripping pipes or taps, addressing health & safety concerns e.g. trip hazards, loose cabling, blocked fire exits. 

· Report all defects and damage to property and equipment identified.   

· Painting and decorating across all properties and buildings including planned and responsive action. 

· Assist in the cleaning of empty properties/rooms within supported housing.

· Move and assist with the transportation of furniture/white goods etc between properties and offices.  

· Disposing of waste and furniture items via recycling sites.

· Build flat packs and install furniture as and when required. 

· Carry out Health & Safety testing including regular legionella checks, and PAT testing across all sites on electrical equipment (training and equipment will be provided) and arrange for other periodic electrical and gas testing to be undertaken by qualified and registered companies and maintain a log.  

· Carry out ground works including: 

· Grass cutting
· Hedge trimming
· Weeding
· Planting & watering 
· General maintenance & tidying to external areas including removal and disposal of litter & rubbish  

· Window cleaning (internally & externally). 

· Identify tools/resources required to carry out duties/work required and maintain all equipment and tools dedicated to this role to a high standard, ensuring adherence to the health and safety of self and others. 

· Perform any other reasonable task required.  

2. Working with Others   

· To be friendly and approachable, offering a solution-based approach when working with others, with a can-do attitude.  

· To have an understanding of the needs of our service users and always maintain professional boundaries.  

· To work positively with external organisations, contractors or sole traders who are required to undertake work for and on behalf of the charity e.g. housing associations, electrical and gas contactors, health & safety consultants, those providing specialist related services.    

· To attend internal meetings as requested, including staff/team meetings, annual staff meetings and others as required.

· To foster and maintain professional, positive working relationships with other 
      Digartref staff members, in order to maintain a supportive work environment 

3. Health and Safety 

· To have a good understanding and awareness of Health & Safety and attend any related training required.   

· To ensure the health and safety of oneself, the service users, work colleagues as well as other external visitors/ contractors visiting sites/buildings across the organisation. 

· Ensure that adequate Health & Safety issues are adhered to and protection is in place whilst carrying out all works, leaving areas clean and tidy on task completion.

· To comply with Health and Safety requirements, related policies and procedures, COSH guidelines and regulations. 

· To ensure the safe use & storage of all related equipment and machinery.  

· To report and where required, act upon any Health and Safety issues identified.   

4. Safeguarding 
 
· To accept a shared responsibility across the organisation in relation to the Safeguarding of Children, Vulnerable Adults and Domestic Violence, to undertake all related training and adhere to the relevant policies and procedures, reporting all related concerns to managers within the company. 

 5. Use of I.T, Finance, Administration and Monitoring

· To have a good working knowledge, understanding and practical experience of I.T packages i.e.  Microsoft Office, Email etc.

· To undertake all related and necessary administration/paperwork, to set up and update a maintenance log, works orders records, a list of external contractors and specialists service providers. 

· To ensure the accurate and timely collation and processing of information required for monitoring and payment purposes.      

· To always adhere to the organisations Finance policies and procedures e.g. travel claims, petty cash, purchase ordering.

6. General 

· To always adhere to the organisations Staff Code of Conduct.

· To participate fully in the organisations supervision/management support and appraisal process.

· To attend/take part in training and development opportunities as requested/identified by the line manager or other senior managers within the organsation.  

· To work independently and as part of a team and liaise effectively with other projects and staff.

· To always adhere to Digartref Policies and Procedures.

· The ability to communicate effectively through the medium of Welsh and English or a willingness to learn. 




This job description covers the current range of duties and will be reviewed from time to time.  It is Digartref Cyf’s aim to reach agreement on changes, but if agreement is not possible, the organisation reserves the right to change this job description with appropriate notice.

























Maintenance/Handy Person Operative  
Person Specification


	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE
&
QUALIFICATIONS
	· Experienced in maintenance and or a handyperson role, repairing & maintaining buildings/properties, gardens & grounds 

· Experience of using hand tools and electrical equipment 

	· Experience of working in a similar environment e.g. supported housing/homelessness services  

· Qualification/certification in maintenance/construction/DIY or related trades 

	SKILLS
&
KNOWLEDGE
	· Good communication and organisational skills 

· Have knowledge and understanding of Health & Safety issues 

	· Qualification/certification in relation to Health & Safety 
· 

	ABILITY 
	· Ability to work alone and prioritise work effectively, whilst also being an effective team member  

· Ability to respond effectively to a range of repairs/maintenance requests from managers, being organised  

· Ability to undertake & complete work to a high standard/quality 

· Ability to keep accurate records using IT.  

· Ability to always maintain professional boundaries/relationships with service users

· Ability to interact positively with residents, staff, visitors and external agencies to build helpful working relationships

	· Ability to work flexibly when needed in order to respond to emergencies and needs of service users. 

	ATTITUDE 
	· Meticulous, with an eye for detail

· Non-judgmental, non-discriminatory approach, being friendly, helpful and approachable

· Adopt a can-do approach to daily tasks, hardworking and   reliable  

· Demonstrate pride and professionalism in delivering outputs to a high standard

· Be able and willing to follow instruction and undertake training provided 
 
	· Demonstrate commitment to good environmental practices



	OTHER
	· Have good manual dexterity to use and operate all necessary equipment, including various hand tools, electrical tools, test & inspection equipment.

· Hold a full and valid driving licence 

· The ability to communicate in Welsh and English, or the commitment to learn.
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