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1. JOB IDENTIFICATION

Job Title:			Estates Officer 

Department(s):		Maintenance Services

Job Holder Reference:     PTB007bMAIN

No of Job Holders:		1


	
2. JOB PURPOSE

This job will have responsibility for maintenance within the Board, including management of staff.

The job holder will act as Authorised Person for high voltage, low voltage, medical gases, vacuum systems, water systems, confined spaces, pressure regulations and sterilisation systems. Training will be provided where required.

The job holder will have responsibility for the Pre Planned Maintenance programme and for undertaking the execution of delegated capital and minor capital projects.


	
3.  ORGANISATIONAL POSITION

See attached chart.



	

4.  SCOPE AND RANGE

NHS Dumfries and Galloway serve a population of 148,190 across a predominantly rural area of 2400sq miles and employ around 4500 staff excluding GP’s and Dentists.

Within the Facilities and Support services directorate the Estates and Property Department provides a wide range of services across the region to an Estate which occupies approximately 70 sites including District General Hospitals, an Ambulatory care centre, 11 community Hospitals health centre clinics and other health care associated properties.

The department currently employs a staff of 28 and is responsible for the development and management of both Capital and revenue budgets to support the safe delivery of Healthcare from its premises. 


	5. MAIN DUTIES/RESPONSIBILITIES

Report to and support the Maintenance Manager over the whole range of duties relating to maintenance of the engineering plant, properties and estate.

Manage and be accountable for the following:
· Staff
· Devolved HR function – recruitment, selection, appraisal etc
· HR issues – discipline, absence management, grievances etc
· Health and Safety Regulations
· Electricity at Work Regulations
· Health Service Building Notes and Health Technical Memoranda
· Statutory Legislation
· CDM Regulations
· Mandatory training requirement for the above.

Correlation of staff relative records in order to facilitate audit, staff salaries and absence management within own sphere.

Responsible for estate maintenance on a day to day basis to ensure all works are carried out timeously, to a good standard and take account of relevant statutory legislation e.g. legionella, H&S, infection control.

Investigate and prepare reports as required on any maintenance defects.  Plan and programme any repair work required in conjunction with contractors, in-house staff and relevant users.

Ensure efficient cost and financial control during the execution of all work for the upkeep of the Estate including monitoring of cost effectiveness of the works.
Organise in-house staff and contractors employed to carry out estate maintenance.

Organise, manage and supervise minor capital or capital works in conjunction with the Capital Services Manager, service users, in-house maintenance staff, design teams and contractors as appropriate.

Prepare the on-going planned preventative maintenance programme, consulting with relevant estates and user colleagues, and ensuring that relevant works are carried out as per schedule and fully complies with all statutory requirements.

Keep detailed records and provide feedback information on plant, building condition and the estate in the required form.

Control storage, deployment and disposal of engineering equipment materials, building materials necessary for the execution of engineering and building maintenance works and the cost accounting thereof.

Undertake the role of authorised person with regard to patient, critical systems i.e high voltage, low voltage, medical gases, vacuum systems, water systems, confined spaces and pressure regulations.

Manage and advise on complex fault finding within all relevant systems.

Participate in the evening, night and weekend emergency on-call rota with other Estates Officers.  During these periods the post holder will assume full responsibility for all estates issues across the entire Health Board area.  The post holder must be able to make decisions in the loss of essential services, to make these decisions to management and staff outlining the effect on the operation of the building or department along with any impact on patient care. As part of this function organise in-house staff and contractors to carry out estate maintenance.

Provide key professional advice to the Maintenance Manager and other Senior Estate Managers in respect of the interface between Mechanical, Electrical and Building services and the wider Clinical, Nursing and Support Services to enable Strategic and Operational Planning Policies to be developed throughout NHS Dumfries and Galloway

Liaise with the  Maintenance Manager to contribute to the development and implementation of departmental policies and procedures to ensure compliance with all relevant legislation including Health and Safety, Legionella, Asbestos, Manual Handling, Infection Control etc and organise professional technical programmes to ensure staff are kept abreast of all new legislation and ensure risks to employees and the Board are minimised

Co-ordinate, complete and record Audits and Risk Assessments with respect to property condition, statutory compliance and operational activity

Raise official orders to Contractors and Suppliers, and sign off after delivery or when work has been satisfactorily completed.

Undertake as required and by arrangement with the Maintenance Manager such other duties and responsibilities that may be required from time to time.


	
6. SYSTEMS AND EQUIPMENT 

Uses computer hardware and software in MS Office professional suite.

Uses Works Information Management System (Apollo) and specialist software relating to Environmental Management systems.

Uses Building Management System.

Manages :
High and low voltage electrical systems
Piped medical gas systems
Legionella
Decontamination and sterilisation equipment
Pressure systems
Vacuum systems
Water systems
Confined space 

Uses specialised testing equipment.


	
7.  DECISIONS AND JUDGEMENTS

The Estates Officer will routinely work with delegated responsibility and limited supervision.  Objectives will be agreed with the Maintenance Manager.

Decisions taken will relate to:

Management of trades staff and contractor personnel
Project management
Procurement of supplies and services
Provision of technical advice.
Budget Management

The post holder must be able to make decisions in the event of loss of essential services, communicate these decisions to managers and staff outlining the effect on the operation of hospital or department along with any impact on patient care.

The post holder must always take into account building, engineering, H&S, legionella, infection control etc legislation and ensure all works are carried out in accordance with required regulations


	
8.  COMMUNICATIONS AND RELATIONSHIPS

Managers and staff throughout NHS Dumfries and Galloway.
The post holder will require to be in contact with and have a working relationship with 
various external bodies:-
Local Authority and other public sector colleagues.
Other organisations providing operational services to NHS Dumfries and Galloway.
Health Department capital planning and estates staff.
Property Advisors.
Central Legal Office staff.
Health Facilities Scotland.
Professional colleagues in other Health Board areas.
Design teams
Contractors
Consultants
Staff side representatives
Informal contact with patients and relatives at ward level.


	
9. PHYSICAL DEMANDS OF THE JOB

Able to drive long distances between sites.

Occasionally has to work within confined spaces

Occasionally exposed to distressing and emotional environment at ward level.

Working within secure ward areas containing potentially violent/abusive patients.
Occasional requirement for high physical effort for several long periods when working on high voltage switchgear.

Disruption of normal sleep pattern when undertaking emergency on-call responsibilities.

Exposure to extremes in noise and temperatures out with normal ambient conditions.

Risk of exposure to body fluids and unpleasant substances.


	
10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Effectively assessing and prioritising a rapidly changing workload in an event driven environment which at times may be stressful.

Dealing sensitively with staff issues.


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

The post holder should possess an appropriate technical or professional qualification, be qualified to degree level or recognised equivalent, with experience in complex property management and maintenance.

The post holder must participate in a continuing professional development programme to enable new technologies and methods to enhance knowledge and skills and to exchange with fellow professionals

The post holder will demonstrate effective leadership skills.

The post holder will demonstrate experience in Health and Safety and Risk Management.

The post holder will demonstrate a flexible and adaptable approach.

The post holder will demonstrate/develop competence with a particular range of skills.

As authorised person, the post holder will be required to undergo 3 yearly update training and be evaluated by an external assessor.  The authorised person must be available for emergency response.

Must hold driving licence.


	
12.  JOB DESCRIPTION AGREEMENT

A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:


 Head of Department Signature:

	





Date:


Date:
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Person Specification Template

	NHS DUMFRIES & GALLOWAY

	Job Title:
	Estates Officer

	Department:
	Estates and Property Department

	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
Educated to degree level (or equivalent) in Mechanical or Electrical engineering related discipline 
Demonstrable experience in the management of a planned preventative and reactive maintenance regime.
Experience of direct management and control of a wide range of multidisciplinary teams of trades staff, construction professionals and contractors.
Working knowledge of health & safety legislation and technical standards within construction industry.
Experience in managing specialist engineering services within building projects, e.g. High Voltage; Medical Gas etc.


	Professional membership of appropriate body e.g. CEng, IHEEM
Experience of maintenance management in a healthcare setting.
Detailed knowledge of health and technical standards governing the NHS e.g. Scottish Health Building Notes, Scottish Health Technical Memoranda, etc.
Training to Authorised Persons level-various /disciplines

	EXPERIENCE
Proven ability as a team player.
Ability to promote a positive and professional image of the Estates Department at all times.
Able to articulate well, with excellent team, inter-personal and communication skills.
Able to positively engage with staff at all levels and in all disciplines within and outwith organisation.


	Ability to react to situations and divert attention when immediate action is required e.g. breakdown related issues during building operation.
Evidence of previous participation in formal staff appraisal and personal development system.


	SKILLS
Able to plan and prioritise multiple maintenance and project activities.
Required to have good analytical and judgemental skills to assess optimum solution to project related problems.
Must be able to understand and interpret detailed design proposals and complex construction design drawings, specifications and other related information.
Able to effectively engage with and influence people at all levels within and outwith the organisation, sometimes in contentious circumstances, e.g. service managers, external design teams and contractors.
Current valid driving licence


	
Participation in CPD activities over last 5 years.
Demonstrable commitment to enhancing customer services.
document management system or intranet.


	KNOWLEDGE

Competent in the use of Microsoft packages e.g. Word, Excel and e-mail and specialist CAD drawing packages.
Familiarity with electronic maintenance management systems /document management systems



	
Applicable Health & Safety requirements.  


	PERSONAL CHARACTERISTICS
Self-motivated, and able to work with minimal supervision / direction and able to prioritise workload against competing demands.
Flexible, adaptable, enthusiastic, innovative, diplomatic.  
Fit for duties of the post and able to access all areas of site.



	





Completed by: ……Janette Park	Date: 21/01/21
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