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Care is our middle name





JOB DESCRIPTION

JOB TITLE:


Building and Maintenance
MAIN PURPOSE:
To carry out day to day maintenance on the fabric of the building, its services and grounds in order to ensure that the Home/Care Centre is maintained in a safe and efficient functional order.
RESPONSIBLE TO:
The Home/Care Centre Manager and Maintenance Manager

MAIN DUTIES:

1. Report and action any known defects to appliances, damaged furniture / equipment and any other potential hazards to the Maintenance Manager, who will advise accordingly.

2. Ensure the maintenance of the Home/Care Centre’s exterior, including:
· Clear snow and grit the drive, paths and any areas to which Residents, Visitors or Staff Members have access.

· Where applicable, cut the grass around the building and tend to any flowerbeds, hanging baskets etc.

· Clean all signs / lighting outside the Home/Care Centre.

3. All jobs that require attention should be logged in the maintenance book. 

4. As and when jobs are completed these must be signed off appropriately and dated.
5. Carry out any patching up or touching up of decoration as and when required in order to maintain standard of Home/Care Centre.
6. Ensure that gutters are free running especially at Autumn time

7. Test the fire alarm system, and log results, weekly.  Check call points, fire exits, door retaining devices and fire emergency lights, as specified in Company procedures.

8. Ensure all ventilation units and lights are kept clean.  Replace any defective light bulbs / diffusers.

9. Test and record, water temperatures as specified in Company procedures.
10. Ensure all equipment is checked / cleaned etc before a call out for service is made.

11. P.A.T tests to be done yearly and recorded
12. Ensure that paints and varnishes are used and stored only in accordance with manufacturer’s instructions.

13. Ensure areas in which any painting / varnishing work is being done is well ventilated and safe for Residents, Visitors and Staff Members

14. Keeping an appropriate stock of replacement items such as light bulbs etc. These to be stored securely. Stock list to be kept.

15. To record any emergency calls and / or call outs and pass information to the Manager.

16. Inform Maintenance Manager of any job that you are unable to carry out. i.e. if a tradesman is required and you have been given clearance to ring direct, list in the BACK of maintenance book the date of the call, to which it was made, brief details of problem. When the tradesman calls at the home to carry out repair ensure that you then tick the job off from the back if maintenance book with the date the job was completed. Only tick off if job appears to be satisfactory

17. Assist / supervise with deliveries to the Home/Care Centre.  Monitor delivered goods closely.

18. Liaise with Home Manager, or delegated Staff Member, regarding maintenance work to be carried out.

19. Maintain / secure any vehicle in use at the Home/Care Centre and undertake driving duties if required

20. Participate in Staff and Resident meetings as required 

21. Attend mandatory training days / courses, on or off site, as and when required

22. Maintain professional knowledge and competence

23. Understand and ensure the implementation of the Home/Care Centre’s Health and Safety policy, and Emergency and Fire procedures 

24. Promote safe working practice in the Home/Care Centre

25. Cover for annual leave / absence in other Home/Care Centres as and when appropriate.

26. To carry out any general duties as specified by the Home Manager.

27. Ensure that all information of confidential nature gained in the course of duty is not divulged to third parties.

28. Adhere to all Company policies and procedures within the defined timescales.

29. Report immediately to the Home/Care Centre Manager, or Person in Charge, any illness of an infectious nature or accident incurred by a Resident, colleague, self or another.
30. Notify the Home/Care Centre Manager, or the Person in Charge, as soon as possible of your inability to report for duty, and also on your return to work from all periods of absence.
This list is not exhaustive and only outlines main duties other reasonable duties may be requested by the Manager. 

This document will be reviewed annually at the time of performance review.

I acknowledge the receipt of the above job description:-

Name: ________________
Signature: _____________________

Date: _______________ 

Once signed, kindly return to the administration department for filing and photocopying. One copy will be retained in your personnel file and the other is for you personal reference.
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