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	JOB DESCRIPTION

	Role Title:
	Maintenance Worker

	Reporting To:
	Outreach Team Manager

	Location:
	Bell Street 

	Responsible for: 
	n/a

	Role Purpose:
	To ensure that all GWA sites are maintained to a good standard of repair and decoration.



	Salary
	£24,350
	Hours of work
	35 per week

	KEY ACCOUNTABILITIES & RESPONSIBILITIES

	Role specific

1. Ensure all necessary maintenance work in office and in refuges gets carried out within an appropriate timescale either by the post holder or a suitable outside contractor. Liaise with contractors to arrange access.
2. Overseeing the cyclical and planned maintenance tasks and making appropriate arrangements. 

3. Complete Health and Safety checklists in line with set timescales. 

4. Take responsibility for doing minor domestic DIY tasks.

5. Respond sensitively to clients, deal with their requests for maintenance and replacements and to signpost any non-maintenance related queries to the appropriate worker. 

6. Ensure that all appliances and fixtures are in good order.

7. Ensure that all GWA properties are secured and to have responsibility for keys and their return and distribution. Maintaining and distributing fobs and keys across all sites. 
8. Support refuge workers with the cleaning and preparation of refuge accommodation with special cleans when routine clean is not sufficient
9. Support new residents into refuge by ensuring the refuges are to standard and stocked with necessities prior to their arrival.

10. Support refuge workers with familiarising new occupants with all appliances i.e. washing machine, heating system and H&S and Fire requirements. 

11. Maintain stock registry and produce inventories.  

12. Provide information for stock orders ie hand soap, coffee, tissues. 
13. Support with collection and allocation of donations
14. Supporting manager with property service project management when required e.g. the renovation of properties, the opening of new properties.

Organisational wide

1. Work in line with GWA values and the SSSC Code of Conduct

2. Positively promote the feminist analysis of domestic abuse.
3. Participate in relevant training, team meetings and development days for continuous professional development.
4. Engage in Support and Supervision.
5. Promote Service User involvement

6. Maintain Health and Safety

7. Play an active role in awareness raising and fundraising

8. Have a contemporary knowledge of all forms of gender based violence

9. Carry out such other appropriate duties as may be determined by GWA.


	COMPETENCIES

	1. Proactive
Exploring options. Looking at new ways to do things. Being innovative. Going beyond what is required. Carry out tasks without detailed instructions. 

2. Judgement

Makes timely informed decision that take into account the facts, constraints and goals.

3. Co-operation

Works harmoniously with others to get a job done. Responds positively to instructions and procedures. Able to work well with staff, co-workers and managers. Shares critical information with everyone involved. Works effectively on projects that cross teams. Helps to set a tone of co-operation. Seeks opinions. Values working relationships. 

4. Communication

States own opinions clearly and concisely. Demonstrates openness and honesty. Listens well during meetings and feedback sessions.  Explains reasoning behind own opinions. Asks others for their opinions and feedback. Asks questions to ensure understanding. Exercises a professional approach with others using all appropriate tools of communication. Uses consideration and tact when offering opinions. 

5. Problem solving

Anticipates problems. Sees how a problem and its solution will affect others. Gathers information before making decisions. Adapts well to changing priorities, deadlines and directions. Is willing to take action, even under pressure or tight deadlines. 

Recognizes and accurately evaluates the signs of a problem. Notifies line manager of problems in a timely manner. 

6. Making a difference

Making a difference to the service users of GWA and evidencing this using our paperwork. Look for new ways to evidence making a difference. 


	PERSON SPECIFICATION (Knowledge, Experience, Skills & Abilities)

	
	Essential
	Desirable

	Experience
	Experience of working in a similar maintenance or facilities role. 

Experience of managing a varied and busy workload. 
Experience of organising own workload and using initiative.


	Carrying out minor domestic DIY tasks eg building flat pack furniture, changing bulbs, fitting curtains, hanging pictures 


	Skills and Abilities
	Customer service skills.

Maintain admin procedures

Ability to work well as part of the wider team. 

IT skills including email, word and excel. 


	Ability to organise and liaise with contractors. 
Ability to have difficult conversations in a constructive manner and manage conflict in a positive manner. 



	Qualifications / 

Knowledge
	Full driving license and access to a car
Has completed SVQ Level 2 Facilities Services or is committed to undertaking this. 
Knowledge of the importance of confidentiality.


	Knowledge of the third sector environment. 
Knowledge of Glasgow Women’s Aid services. 



	Values
	Committed to the values, aims and objective of Glasgow Women’s Aid and the SSSC Code of Conduct. 
Committed to valuing and respecting people and working with diversity.

Participating in awareness raising.

Participation in fundraising. 
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