
       
	1.  JOB IDENTIFICATION 

	
Job Title:                                Maintenance Assistant / Caretaker 

Responsible to :      		Business Support Manager 

Department(s):                       Business Support

Directorate:                            Glasgow City Health & Social Care Partnership (HSCP) – North East 

Last Update (insert date):       May 2017


	2.  JOB PURPOSE 

	
To provide an efficient, comprehensive caretaking and maintenance service in order to promote the smooth running of 11 Primary Care & Community Services premises across North East Locality.

To ensure a courteous, friendly and helpful reception to all members of the public / staff using the premises.




	3.  ROLE OF DEPARTMENT

	
Glasgow City HSCP is responsible for the provision of primary care and community services to the people of Glasgow City, and for improving health and well being. The HSCP covers the geographical area of Glasgow City Council, a population of 588,470, and includes 154 GP practices, 136 dental practices, 186 pharmacies and 85 optometry practices. The CHP has 3,140 whole time equivalent (wte) staff, and a combined budget of approximately £520m. Services within the CHP are delivered in three geographical sectors:

• North East Glasgow with a population of 177,649;
• North West Glasgow with a population of 190,332; and
• South Glasgow with a population of 220,489.

The Corporate and three Sector Offices are the main managerial centres for the HSCP

The primary/ community health service is delivered in Health Centres, Clinics and through a variety of office bases across each of the Sectors. 

The purpose of the HSCP is to:
· manage local NHS services;
· improve the health of its population and close the inequalities gap;
· drive the local implementation of the quality strategy ensuring person centred, safe and effective care;
· achieve better specialist health care for its population;
· ensure an effective NHS process to engage in community care and children’s service planning;
· work closely with Glasgow City Council to deliver effective integrated services where appropriate
· lead NHS participation in joint and community planning in Glasgow City;
· modernise community health services;
· integrate community and specialist health care through clinical and care networks;
· deliver effective engagement with primary care contractors;
· work with local communities to ensure they influence decisions; and,
· ensure patients and frontline health care professionals are fully involved in service delivery, design and decisions





	
4.	ORGANISATIONAL POSITION


	
 (
Adult Services 
Manager
Business Support
 Manager
Assistant Business Support Manager
Administrative Staff 
Maintenance Assistant / Caretaker 
Head of Older People & Primary Care Services 
)





	5.  	SCOPE AND RANGE


	
The Maintenance Assistant / Caretaker is responsible for providing an effective maintenance and caretaking service, ensuring that the environment is kept clean and hazard free.  They are responsible for general maintenance duties. 

After initial induction and on the job training to allow them to carry out these duties, the postholder will work with limited supervision and manage their own workload seeking guidance when required from their line manager.   The post holder has a responsibility for building security and will be required to open and lock up own base premises or other premises within the Sector as required during periods of leave.

The postholder will work within clearly defined protocol and procedures, adhering to all Risk Assessments and Operational  policies e.g. Health and Safety, Infection Control, Data Protection and Confidentiality

Liaison is required with internal departments, external contractors, General Practitioners and all users of the premises.




	

6. 	MAIN DUTIES AND RESPONSIBILITIES

	
1. To ensure that the premises are kept secure and lockfast.
2. Liaise with Police, Security and line manager of any unauthorised personnel who are causing damage or creating a nuisance within the premises.
3. Report any loss or damage to line manager timeously.
4. To ensure that the entrance grounds and building are maintained in a clean and tidy condition.
5. To carry out all works as required for example; changing various lights/fittings eg fluorescent and halogen, clear blocked toilets or sinks, erect shelving, assemble flat pack items and build computer workstations, notice boards and other similar tasks, wall washing, plaster work, touch up and painting of full rooms, change handles on cisterns, fix toilet seats, replace toilet roll holders, paper hand towel, soap dispensers, bleed radiators and change thermostats.
6. Fit and repair various locks, yale, mortice, slip bolts, door barrels, safety catches on windows, change codes on digital locks, adjust door closers / magna locks and reset car park fobs.  
7. To report all works/maintenance outwith your remit to the appropriate Estates log / line manager and ensure completion.
8. To check all goods/stores received and distribute to various departments or central storage area, in line with appropriate Risk Assessment.
9. To set up rooms for Clinics, meetings etc.
10. If required, sort and distribute incoming mail and take outgoing mail to the Post Office.
11. Removal of Waste and Spillages eg clear flooded toilets and burst pipes in accordance with Risk Assessments and Operational Guidelines.
12. Hired vehicles for removal of items to other premises / civic amenity site for disposal. For example movement of furnishings, equipment and bulk rubbish. Major moves to decant various departments during refurbishments to support the relocation of clinics / offices within sector premises.
13. Change curtains in line with rolling programme.
14. Clean light diffusers and vents in line with rolling programme.
15. Under protocols/procedures, will be responsible for the routine use of / response to building fire, intruder and panic alarm systems, including demonstration of these to contractors.
16. Provide day to day support and assistance to maintenance craftspersons who maintain, repair and operate a range of plant and equipment where specific training has been given/undertaken for the provision of a safe, efficient healthcare premises.
17. Undertake the following daily / weekly / monthly checks;  portable / privacy screens, wheelchairs, CCTV, panic alarms, fire equipment including ski-pads, also including 6 monthly fire inspection of fixture & fittings on responsible sites and general maintenance / upkeep of responsible sites. 
18. Responsible for the monthly inspection of walkways and roadways including tarmacing potholes.  
19. There is a daily requirement to work outdoors e.g. litter picking and in winter months, be responsible for snow clearance / gritting application, monitoring of grit supplies, recording stock and when gritting is undertaken in line with local procedures.
20. Size and cost materials for new work eg. workstations /shelving and paint for rooms. 




	
7a   EQUIPMENT AND MACHINERY

	Personal Computer
Printers 
Photocopier
Laminator
Facsimile
Telephones
Guillotine
General office equipment i.e. stapler, punch etc.
Shredder
Waste Bins (wheeled) for domestic and clinical waste.
Personal safety equipment.

	A standard toolkit is provided to enable Maintenance Assistant / Caretakers carry out minor works. Cordless battery operated hand tools eg. sander, circular / 
electric saw and drill (110 volt)
General hand tools e.g. hammer, screwdriver, spanner
Ladders and steps (BS2037 British Standard & EN131 European Standard)
Trolleys.
Painting equipment e.g. rollers, brushes, cleaning fluids,   thinners and lubricating oils.
Grit equipment eg. applicator / spreader.


	7b.  SYSTEMS

	
· Maintenance Assistant / Caretaker work log. 
· Operation of building contingency plans as and when required.
· Operation of estates maintenance service for all routine, urgent and emergency works.
· E-Mail, intranet and filing system
· Mail system, internal mail, courier, hospital courier, royal mail and parcel post.
· Alarm systems, fire, intruder and panic. 




	
8. DECISIONS AND JUDGEMENTS


	
Advice and guidance is available on a daily basis if required from line manager.  Work judged to be outwith their remit will be reported on via agreed protocols. 

Ability to prioritise workload, exercise initiative and make decisions when required. Lengthy periods of Lone working (05.45 / 06.00 -09.00) (17.00 - 18.30), when the post holder is only point of contact for the services within the premises, during these times guidance is available from a line manager as and when required. Any major incidents which occur out of hours should be addressed in line with contingency plans.

Required to operate within NHS GG&C policies and procedures and local protocols.

Responsible for the opening / closing of premises. 

New and exceptional work (as per main duties and responsibilities) are planned with the line manager. 

The postholder will have an input into delivering costs to line manager for in-house works (as per main duties and responsibilities) eg. workstation and paint jobs.  They will liaise with contractors when they are on site at the line managers request.


	9. 	COMMUNICATIONS AND RELATIONSHIPS


	The postholder will require good communication and interpersonal skills. 

They will require to use these skills frequently throughout the day in dealing with a diverse range of Health Centre Users e.g. clients, carers, visitors, service staff, contractors and external agencies e.g.  voluntary services.  The postholder will be required to show sensitivity when dealing with patients.

This communication will generally be by telephone, fax, email or face to face.

When new staff members are inducted they will generally shadow colleagues and receive training from them on standard paperwork and procedures.

The postholder will have a Personal Development Plan in order to identify Continued Professional Development as required and will participate in relevant training.

The postholder will also be required to carry out Risk Assessments for all aspects of their work in conjunction with the line manager.

	10. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB


	
Physical 
Undertake daily and routinely moving and handling e.g.  archive records, continence garments, mail and packages etc.

There is weekly requirement for moderate physical effort e.g. furniture removal using wheeled equipment; meeting room set ups.

The use of cordless battery and electrical operated drills, saws and other tools require hand and eye co-ordination and manual dexterity.

Computer use for general email and NHS intranet communication.

There is a requirement for the postholder to drive car or vans from main base of work to other sites, this 
may include transporting items eg. parcels / mail, files, supplies or stock and furniture with the use 
of a van.

There is a daily requirement to work outdoors eg. litter picking, snow clearance / gritting application and tarmacing potholes.  

Mental 
There is a frequent requirement for concentration where the work pattern is unpredictable eg. when using tools but required to respond to requests for urgent assistance.

There is a requirement for the postholder to drive car or vans from main base of work to other sites, this 
may include transporting items eg. parcels / mail, files, supplies or stock and furniture with the use 
of a van.

Dealing with competing priorities.

Emotional 
Emotional impact of dealing with distressed / aggressive clients.  This could be occasional or frequent.

There are rare, direct exposures to distressing or emotional ill health situations.
 
Environmental  
There is direct exposure to highly unpleasant working conditions eg. when dealing with body fluid spills.  This could be occasional or frequent.




	
11.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB


	
Prioritising workload while experiencing regular interruptions.

To respond to the diverse demands and occasional distressing situations which arise when dealing with users of the premises.

Dealing with anxious, sometimes aggressive clients in a professional manner.


	
12.	 KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB


	
· The postholder will require a current driving license.
· Previous experience of caretaking and maintenance.
· Appropriate skilled or semi - skilled experience within the Building industry. Overall the combination of numerous short courses,  guidance from qualified fellow workers and qualified tradesmen for the required experiential knowledge which can be gained through years of experience within the post.
· Keyboard skills.	


· The postholder should have an understanding / awareness of a wide range of routine and non routine issues within the maintenance and building field in order to deal with a variety of difficult and demanding situations. Knowledge/awareness of the procedures and practices is also required, eg. Health & Safety and Fire Safety.
· The postholder will participate in statutory / mandatory training requirements for this post include Aggression Management, Fire Training, Moving & Handling, Electrical & Safety awareness, Shelf Handling, Ladder Safety. Basic plumbing awareness. 
· Training will be provided as part of the induction and ongoing training programme to carry out work safely.
· Through training and experience the postholder will demonstrate following an appropriate level of induction, a clear understanding of local policy / procedures and informal guidance/demonstrations from qualified technicians e.g. Elevator functions and actions to be taken in response to system failure, emergency response to heating system failure, alarm systems and CCTV function.  Inputting into the writing of / reviewing of local policies / procedures and complying with local guidance in issues such as Data Protection Act.  In conjunction with line manager responsible for providing a local service to the health centres for the measuring/costing/fitting of office furniture and equipment to DDA standards.     
· A point of contact for all the health centres for staff reporting faults/emergencies/system failures and maintenance issues.




	12. JOB DESCRIPTION AGREEMENT


	
This job description is a general outline of the above post and it is not exhaustive.  

Job Holder’s Name (print):

Job Holder’s Signature:

Head of Department  Name (print)             

Head of Department Signature:     

	





Date:



Date:
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