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	Broxbourne Borough Council 


	Job Title: Maintenance Officer
	Job Ref: MO

	Job Location: Leisure Sites   
	Hybrid: No

	Department: Finance / Resources

	Reports to: Deputy Maintenance Manager

	Full time: 37 hours per week 

	Grade: J37

	Alcohol restricted post: Yes 

	Car: Yes 

	

	Values: 
The Council has adopted the core values of Teamwork, Innovation, Effectiveness and Respect (TIER). 
The values and their underlying behaviours, demonstrate the Council’s commitment to providing excellent customer care, working in a joined-up way, showing respect at all times, and looking at innovative and forward-thinking solutions. 

	Summary: 
Reporting to the Deputy Maintenance Manager the post holder is responsible for the undertaking of reactive and planned / preventative maintenance within the facilities ensuring that equipment is operated as per manufacturers / approved guidelines where they exist or are given. The post holder will also monitor contractors on site and assist with the management of maintenance / utility budgets. 

Present facilities include The Laura Trott Leisure Centre, John Warner Sports Centre, Cheshunt Park Golf Centre, The Spotlight, Borough Offices and additional community venues such as pavilions and changing rooms.


	Duties and responsibilities:

1 To undertake planned / preventative and reactive maintenance within BLMSO / leisure facilities.
  
2 To carry out planned health and safety tasks as required to meet statutory compliance within the leisure sites. Understand health and safety regulations to ensure tasks are carried out in a safe manner. 

3 To assist the preparation of comprehensive planned preventative maintenance and planned decorative programmes for each facility. 

4 To maintain up to date equipment schedules within each facility.

5 Log reactive and planned tasks, including any weekly and monthly compliance checks to the CAFM system (Concerto) to ensure that records are kept up to date and provide access for both internal and external auditors as required. Make best use of the system to automate as many tasks as possible to reduce the use of paper. 

6 Provide access for specialist contractors to undertake work(s) as required within leisure sites to avoid disruption to customers. Monitor contractors to ensure they follow health and safety guidelines and provide any paperwork in advance. Ensure they sign in and out of the building logbook so accurate fire safety records are kept. 



	7 Assist with the training of staff in the operation and maintenance of plant and technical equipment including pool water testing, back-washing, filter basket cleaning as required.

8 To act as key holder for the facilities and assist in emergency call out arrangements as necessary.

9 To ensure that all agreed / appropriate and necessary maintenance and safety checks / inspections are carried out to guarantee the safety of the leisure centres staff and customers i.e. balanced pool water tests, health and safety inspections, fire / smoke alarm tests etc

10 Carry out monthly, quarterly and annual checks on M&E equipment to ensure correct operation. If specialist work is required inform manager or contractor to attend for a quote.  
   
11 To assist with the management of buildings and plant service and maintenance contracts ensuring where possible, works are carried out in house (where costs are reduced). 

12 To set up technical equipment as and when required e.g. for events / functions when required.  

13 To undertake staff training, some of which may take place outside or normal working hours. 

14 To take part in meetings within the department and external as requested.

15 Carry out decorating and making good to areas that require refurbishment during periods that are not as busy such as school holidays. 

16 To be flexible in providing cover within other staff designations as part of the wider team and service requirements as required. 

17 To assist in the implementation of the requirements of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1992 ensuring personal compliance at all times with relevant health and safety legislation and agreed procedures.

18 To specifically ensure compliance with key health and safety regulations including COSHH, Risk Assessments, PPE, PUWER, EAP’s and NOP’s, Manual Handling and other relevant legislation.  To keep up to date with changing health and safety legislation and new systems of work. 

19 Carry out inspections at council properties to monitor and check Health and Safety compliance when requested.

20 The post holder will work closely with the Council’s Digital Transformation team to continue to improve the quality of life for local communities and put local people at the heart of everything the Council does, continually driving forward customer service improvements throughout the Council. 
 
21 Such other duties as may from time to time be necessary, compatible with the nature of the post. This job description will be reviewed on a regular basis and will, in consultation with the post holder, be adjusted / changed as necessary or appropriate in line with the developing nature of The Spotlight.


	Diversity, Equality, and Inclusion (EDI)
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.


	Employment checks required for this post. 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996. 

If you cannot produce Right to Work documentation or are unsure whether the documents, you have provide the necessary proof please contact Human Resources prior to your interview.


	Employment of Ex-Offenders
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills, and potential. We therefore welcome applications from a diverse range of candidates. 

Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. 

Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.


	SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.

	
SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post.




For specific requirements for the post please see the Person Specification.

If you have any query please contract Human Resources on (01992) 785509 or personnel@broxbourne.gov.uk
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