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MAINTENANCE & REPAIRS TECHNICIAN
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, part-time (20 hours per week). Self-employment also considered
Working pattern: 4 or 5 days per week between Monday to Friday (must include Friday)
Based at: Office based in Chesterfield with:
· Weekly travel to Nottingham
· Regular travel to Derby and Leicester as required.
Salary: £15,714.29 (£27,500 FTE) per annum

1. 	MAIN PURPOSE OF THE ROLE

To carry out safe, efficient and customer‑focused maintenance, minor repairs and practical site support across multiple Chamber locations. This role completes (and in some instances supervises completion of) works to agreed specification, acts as contact point for planned and reactive works, accurately reports, monitors health and safety compliance, supports office moves and workspace changes, and coordinates appropriate site access for suppliers and contractors.

The role must also undertake hands‑on maintenance/repairs tasks that are within their competence, support the movement, delivery and safe set up of IT and facilities assets, and appropriately record and report back to the scheduler, who retains oversight of task allocation, asset and maintenance logs, and compliance assurance.

2. 	POSITION IN ORGANISATION

 Reports to the Facilities & Scheduling Manager.
 Day to day liaison with key contacts, internal customers, tenants and suppliers.
 Regular liaison with IT, HR, Managed Workspace office cover, cleaner, Director of Resources and Director of Continuous Improvement.

3. 	DUTIES AND KEY RESPONSIBILITIES

Reactive maintenance and minor repairs:
· Diagnose issues and complete first‑line maintenance and minor repairs where these fall within the postholder’s skills, training and competency (e.g. locks and hinges, ceiling tiles, basic carpentry, patch painting, basic plumbing such as toilet flush mechanisms, and basic electrical tasks limited to consumer‑approved accessory changes)
· Make any identified defects safe and secure, and promptly escalate issues requiring specialist contractors or licensed trades to the scheduler
· Respond to reactive call‑outs in line with agreed priorities, assessing impact, risk and business need, and working with the scheduler (or Portfolio Director in the scheduler’s absence where urgent) to agree next steps.

Planned and preventive maintenance (PPM):
· Carry out routine planned checks and visual inspections in line with agreed schedules, accurately recording findings and outcomes
· Support statutory compliance activities coordinated by the scheduler (e.g. water temperature checks, flushing infrequently used outlets, ladder inspections), escalating any anomalies, failures or concerns promptly
· Assist with room and workspace readiness, including furniture moves, installation of fixtures (e.g. whiteboards), and preparation of areas for occupation or events
· Resetting/tidying up rooms on a rotational basis to maintain good housekeeping standards

Asset logging and inventory:
· Handle, move and install facilities and IT assets safely and securely as required across sites
· Record asset details (e.g. model, serial number, location, condition, warranty and service dates) within the organisation’s system, providing accurate information to support centrally maintained asset registers
· Tag new assets and report changes following repairs, relocations or disposals to the scheduler, who retains overall ownership of asset records
· Monitor levels of critical spares (e.g. lamps, batteries, door hardware) and request replenishment through the scheduler.

Logistics:
· Safely transport tools, materials and small assets between sites, planning routes efficiently and ensuring appropriate transport and resources are in place
· Load, unload and secure items to prevent damage, following manual handling guidance and safe working practices at all times
· Be available to answer out of hours emergency calls on a rota basis
· Ad-hoc participation in overtime or lieu time to aid activity peaks (where able).

Suppliers and contractor’s liaison:
· Act as the on‑site point of contact for contractors attending Chamber premises
· Coordinate site access arrangements, including confirming dates and times of works, permits to work where applicable, contractor inductions and escorting as required
· Ensure reception and relevant colleagues are informed of contractor attendance, particularly where the postholder will not be available to meet them directly
· Verify contractor identification and confirm works are completed in line with agreed scope and site requirements
· Support snagging and sign‑off processes, capturing before‑and‑after photographs where required
· Report progress, issues or variances to the scheduler, including recommended actions or solutions.

Health, safety and compliance:
· Follow risk assessments, method statements and safe systems of work, contributing to their development where required
· Use appropriate personal protective equipment and ensure tools and equipment are maintained in safe working condition
· Undertake point‑of‑work dynamic risk assessments and take immediate action where unsafe conditions are identified
· Report hazards, near misses and incidents promptly and support corrective actions
· Maintain plant rooms, stores and escape routes in a tidy, safe and accessible condition
· Contribute to identifying training needs for staff related to health, safety and environmental awareness.

Customer service and communication:
· Provide clear, timely and professional updates to internal customers, tenants and managers regarding work progress, access arrangements and completion times
· Log completed works, checks and site visits using the agreed system, providing accurate information for consolidation and reporting by the scheduler
· Offer practical advice to help reduce repeat faults and extend asset life
· Be visible, approachable and professional during agreed periods on site
Sustainability and cost awareness:
· Minimise waste and support recycling and sustainability initiatives where available
· Identify opportunities for energy‑efficient improvements (e.g. LED replacements, timers) and report these to the scheduler
· Carry out work in a way that protects assets, reduces re‑work and avoids unnecessary cost
· Any other reasonable duties.

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of procurement systems and procedures
· Knowledge of contractual procedures and audit requirements for the protection of public funds 
· Knowledge of ISO 9001, 27001 and 22301
	



essential
	
desirable
desirable


	Experience
· Proven experience in facilities caretaking
· Knowledge of basic accounting and finance principles
· Purchasing and negotiating 
· Proven track record of customer service and managing difficult situations
· Experience of working with suppliers and contractors
	
essential
essential
essential
essential

essential 
	







	Qualifications
· Relevant technical certifications (COSHH or IOSH)
	

	
desirable

	Skills and abilities
· Excellent administration skills
· Strong communication (written & oral skills)
· Strong drive for results and a high level of resilience
· Excellent customer service and negotiation skills
· Highly motivated - can work as part of a team and independently
· Able to check and update documentation to ensure accuracy
· High level of skill in Microsoft Office and Cloud based applications
	
essential
essential
essential
essential
essential

essential
essential

	










	Personal attributes
· Takes responsibility
· Supports others and works well with a team
· Creative and challenges tradition
· Must be dependable and reliable
· Must be able to exercise tact and diplomacy at all levels
· Must be able to work under own initiative
· Full driving licence (able to drive in the UK for business purposes)
· Access to own transport and willing to travel throughout Derbyshire, Leicestershire and Nottinghamshire
· Must be prepared to work flexibly in terms of working hours and locations
	
essential
essential
essential
essential
essential
essential
essential

essential

essential

	



5. 	OTHER INFORMATION

This role is not suitable for remote work (it is office-based) due to the nature of the duties onsite.

Must only undertake tasks within the postholders training/competency and organisation’s practices. Electrical/water/gas works beyond competency must be completed by licensed contractors.


Employee name: _________________________ 


Employee signature: ______________________
    

Date signed: ________________
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