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	Job Evaluation Code
	0049



	Job Title
	Handyperson

	School/Department/College
	Campus Services

	Job Grade
	2

	Career Pathway
	Admin Support



Organisation Structure 
	Post Responsible To
	Residences Manager



Job Purpose
	
To be responsible for the effective provision of a maintenance service on a student residences site.



Duties and Responsibilities
	
Key Duties

1. To conduct minor repairs and report any major repairs to site management and Estates Divisions.  To operate under safe working practices.
2. To maintain records of on-going maintenance problems, particularly in relation to planned maintenance issues.  To follow up any action required, escalate as necessary, and advise the customer as appropriate.
3. To move furniture, stores, furnishings and refuse etc.
4. To read gas and electric meters and record readings where applicable.
5. To lock/unlock premises as required.
6. To maintain the presentation and safety of all external areas.  To sweep and clear all roadways and pathways, using appropriate equipment as required.  Keep the site litter and debris free.
7. To keep clean all bin areas and move bins as required.
8. To collect and dispose of refuse.
9. To undertake checks of safety and fire alarms, evacuation routes, emergency lighting, fire doors and equipment, maintaining accurate records of checks/inspections/tests and/or work completed or raised.
10. To participate in legionella flushing and portable appliance testing procedures maintain accurate records as required.
11. To deliver and issue mail and keys.
12. To maintain paintwork as directed.
13. To be aware of security issues on site, maintaining contact with the residences team through radio transmission.
14. To ensure the effective reporting of maintenance issues or hazards, identified on site, during day-to-day operations.
15. To drive University vehicles and make deliveries as required.
16. To prepare rooms for meetings, conference and events etc.
17. To attend and actively participate in all basic training as identified in the Training Matrix.
18. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, health, safety, environment and wellbeing, financial and other University policies, procedures and codes as appropriate.
19. To provide a service to customers during arrivals / departures, conferences and other busy periods which may be within other residences and involve working additional hours.
20. You may be asked to perform other duties occasionally which are not included above, but which will be consistent with the role.
The role will require a flexible approach to working hours and is based on working 5 days out of 7 each week, as required, to support the achievement of the department’s goals.



Person Specification 
	Essential Criteria (maximum of 10)

	
1. Experience and/or ability to carry out general repairs in a professional/commercial environment.
2. Experience of painting.
3. Experience of communicating information both orally and in writing, to a wide range of people.
4. Experience of working in a customer focussed environment with an ability to respond to customer needs in a polite and courteous manner adapting to their requirements accordingly.
5. Evidence of numeric skills including basic arithmetic.
6. Proven ability to follow instructions and procedures.
7. Experience of undertaking manual handling activities.
8. A basic understanding of electrical safety, heating and plumbing systems.
9. A basic understanding of workplace safety hazards.
10. A valid, full, Group B driving licence.

	Desirable Criteria (if appropriate)

	1. Evidence of ability to use email and internet-based applications.
2. Proven ability to speak Welsh or willingness to learn.



Additional Information
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