	SEVENOAKS DISTRICT COUNCIL

Commercial & Property


	
	JOB DESCRIPTION
	

	
	

	TITLE OF POST
	Maintenance Apprentice

	
	

	POST NO.
	

	
	

	SECTION
	Asset Maintenance

	
	

	BAND
	B

	
	

	RESPONSIBLE TO
	Property Compliance & Maintenance Manager and Maintenance Operative

	
	


Purpose of Post:
To provide an effective and high quality building maintenance (reactive and planned) and minor works service and ensuring the Council’s assets and those of its trading and housing companies are fit-for-purpose, well functioning and safe to use.

You will be working within the Asset Maintenance team on housing and corporate assets and in close liaison with the Property Team, but will need to have the ability to work independently as and when required.

Key Activities:

To take responsibility for the execution and completion of maintenance and minor works tasks within agreed programmes, budgets and quality tolerance levels. This may involve the need to liaise with customers and sub-contractors and the supervision of sub-contractors to ensure tasks/works are appropriately and safely completed and are compliant with current regulations. It will involve the need to appropriately organise works, ensuring appropriate methods/techniques/tools are used and resources are purchased.

To assist with the inspection and monitoring of the Council’s estate to ensure its assets are compliant with statutory regulations.

To ensure all requirements of the Health and Safety at Work act are fully met.
To at all times follow the instruction of the Maintenance Operative, Building Services Engineer or Maintenance and Compliance Manager. 
To undertake any relevant training for the duties of this post to achieve the key objectives for the Council.
Key Activities
· To deliver a responsive, professional, client focused and effective multi-trade maintenance service, 
· To liaise with all service users and sub-contractors to ensure works are completed to the required standard.

· To assist with the undertaking of statutory compliance inspections and the monitoring thereof and ensuring all relevant documents are kept up to date.

· To undertake PAT Testing for the Council’s corporate and operational properties and ensuring these tests are recorded.

· To keep up to date with all relevant courses, eg, PUWER, PAT Testing, Ladder Safety training.
· To Work collaboratively with colleagues and other teams including external agencies to minimize disruption & costs.
· Participate in any relevant training for the duties of your role as well as the necessary training to enable you to assist in other areas.
· Participate fully in the Council’s staff appraisal scheme. 

· Comply with standard employee Health and Safety at work responsibilities.

· Comply with the Council’s Equal Opportunities Policy. 

· Undertake any other duties that may be assigned by the Property Compliance & Maintenance Manager from time to time consistent with the grade of the post.
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Commercial & Property
	
	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Maintenance Apprentice
	

	
	
	

	POST NO.
	
	

	
	Essential

	Desirable

	· Approach

	· Ability to react and adapt to            changing circumstances and    priorities.
· Ability to use own initiative.
· To be professional, responsible and courteous to all customers.
· Flexible and adaptable approach to work.

· A positive "can do” attitude.
· Good problem solving skills

· Good team working skills.

· Willingness to learn new skills.

· To be reliable and punctual.

· Commitment to achieve corporate and team targets

· Ability to work under pressure
	

	· Skills and 

Experience

	- Working towards a formal qualification such as Level 2 NVQ in Building Maintenance Multi trade repair & refurbishment.

- Good communication skills

· A willingness to work in a flexible manner as the service requires.
· Ability to work under pressure and prioritise effectively.

· Self-reliant and able to work on own initiative with minimal supervision as well as part of a team.
· Ability to find solutions to maintenance issues.
	Understanding of health and safety compliance relating to the management of property.
Understanding and awareness of manual handling issues and techniques.
Experience of carrying out small repairs/minor works and ordering appropriate materials.



	· Other
	· Good level of general fitness (must be able to climb stairs, ladders etc) and work in confined spaces.

· Be willing to work outside in most weather conditions.

	Full clean driving licence



May 2025
Location: Council Offices, Argyle Rd, Sevenoaks


