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ROYAL SOCIETY FOR THE BLIND

POSITION DESCRIPTION

TITLE:
FACILITIES AND INDUSTRIAL maintenance OFFICER
DIVISION:

CORPORATE SERVICES
APPROVED BY:

EXECUTIVE Manager

1 DECEMBER 2021
MAIN PURPOSE

Responsible to the Executive Manager, Finance and Commercial for the provision of maintenance services and security to facilities, equipment, and grounds.

PRINCIPAL ACCOUNTABILITIES
· Implement an effective maintenance program for RSB’s facilities and Industrial Services division.
· Coordinate security arrangements for the RSB’s premises.

· Coordinate the cleaning of the RSB’s properties.
duties
· Maintain and develop the approved maintenance program for the RSB’s buildings, grounds, and equipment. 

· Undertake and/or arrange maintenance of the RSB’s buildings, grounds and equipment and determine a priority for all maintenance requests.

· Oversight of security, maintenance, and other contractors on RSB premises and inspect the work performed to ensure it meets specifications and standards.
· Liaise with appropriate staff/contractors to ensure work is carried out to RSB requirements.

· Arrange and supervise the cleaning contractors of RSB’s properties. 

· Assist Industrial Services with tooling changes and other duties as needed.

· Maintain sufficient stock levels of maintenance, cleaning, and gardening supplies.

· Ensure the security of all RSB equipment under your control, including responsibility for the establishment and control of an inventory register for all equipment. The register is to be always kept up to date.

· Maintain a Key, Access Card and Security Access register.
· Liaise with Factory Operations Manager on maintenance work required within the factory.
· Ensure that contractors and volunteers undertake their roles and responsibilities in a safe and proper manner in accord with the RSB’s Human Resource and WH&S policies, procedures, and practices relevant to their area of operation, including safe operating procedures.
Clinical Governance
The workforce comprises all personnel who are employed or contracted, including health practitioners, staff who provide clinical support and staff who have an indirect role in providing support to clients. This includes responsibilities to:

· Prioritise the provision of safe, quality support and services to clients every time.

· Provide support and services in accordance with evidence-based policies, procedures, protocols, and standards.

· Engage in ongoing learning, development, and performance reviews to develop and maintain skills and competence to be able to perform roles and responsibilities for clinical quality and safety.

· Speak up and raise concerns, including reporting incidents and risks relating to clinical quality and safety.

· Work to improve the quality and safety of clinical support, participate in improvement activities and contribute to a culture of respect, safety, transparency, accountability, teamwork, and collaboration.

Organisational Compliance 
· Ensure sound operational knowledge of legislative, regulatory and Code of Conduct requirements including Complaint Handling and Dispute Resolution.

· Ensure that you are aware of, understand and operate in accordance with RSB’s Human Resource (HR) policies and procedures, including (but not limited to), RSB Code of Conduct and Resolution of Grievances.
· Ensure that all contractors engaged to provide services at RSB are aware of and follow the RSB Contractor Work Health and Safety Procedure.
· Ensure a sound knowledge of RSB quality assurance policies, procedures, products, services, and systems to comply within the authorities and restrictions in relation to the duties of this role. 

· At all times, ensure consumer rights are adhered to in accordance with the National Disability Insurance Scheme Quality and Safeguards and Aged Care Quality Standards and any other relevant service standards and legislation as appropriate.

· Undertake your duties and responsibilities in a safe and proper manner that observes RSB’s Work Health and Safety (WHS) policies, procedures and operating practices and do not expose yourself or others to any risk of injury.

· Ensure adherence to privacy and confidentiality of information that conform to the requirements of the RSB and the Privacy Act when accessing client details. 

· Undertake other duties as required by your Executive Manager.

PERSON SPECIFICATION

Essential Criteria

· Proven maintenance experience, including the coordination of activities and supervision of trade contractors.

· Ability to prioritise, schedule and ensure that work is carried out with minimal supervision.

· A current drivers licence.
· Good interpersonal and communication skills at all levels.

· Proven experience in negotiating rates and services with contractors.

· Proven ability to develop clear understandings of internal customer’s needs and the capability to incorporate them into processes and solutions. 

· Strong relationship management skills and the ability to influence and collaborate with multiple stakeholders to deliver successful business outcomes. 

· Flexible and adaptable to varying needs, with ability to prioritise tasks and workload.
· Clear precise attitude with methodical attention to detail. 
· High standard of general IT/office systems skills and knowledge, particularly Microsoft Word and Excel applications.
· Role model who demonstrates high standards of ethics and professionalism, aligned to RSB values.

· Empathy for working with people with a disability, particularly those with a vision impairment.

Desirable Criteria

· A current Forklift / Perform High Risk Work licence

· Experience as a General Handyman with allrounder abilities
· Experience in an industrial services or manufacturing environment

· Trade qualification
· HR Truck licence

Special Conditions

· Some after-hours work will be required, and some flexibility in working hours may be required.

KEY PERFORMANCE INDICATORS
· Ensure all scheduled maintenance tasks are completed within appropriate time frames.
· Ensure all unscheduled maintenance and security issues are dealt with in a timely manner.
· Ensure maintenance costs are contained within budget.
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As the incumbent of this position, I confirm I have read this Position Description and understand its content and agree to work in accordance with the requirements of the position.
Employee Name: _______________________________

Employee Signature _____________________________ Date: _______________

Manager's Name: Dwayne Edwards 
Managers Signature__ SHAPE  \* MERGEFORMAT 


______________Date: _02/12/2021______
