UNITY ENTERPRISE

Job Description


Post				HANDYPERSON 

Responsible To:		ENTERPRISE MANAGER

Supervises:		N/A

Location: 			LEEDS

 

Objectives of the Post:	
To assist the Enterprise staff by providing a cost effective and efficient handyperson service.
To assist the Enterprise staff by covering reception duties as and when necessary. 
KEY TASKS
1. Undertake day to day small repairs and maintenance to the commercial units ensuring customer 	satisfaction levels are 	high and all appropriate legislative requirements and industry standards are 	met. 
2. Working under minimum supervision to assess and  order  works  via the organisation’s 	computerised 	repair monitoring system or other approved mechanisms and monitor through to 	completion.
3. Working under appropriate supervision to identify any repairs rechargeable to tenants and process.
4. Inspect void properties, order necessary repair works, and supervise works through to completion. 	
5. To assist tenants with minor indoor tasks (subject to meeting qualifying criteria) that they are 	unable to perform themselves.
6. Authorise invoices and certificates received on maintenance items within delegated authority limits.
7. As and when necessary cover reception, and basic administrative duties, assisting and directing 	customers.. 
8. Ensure effective knowledge of Health & Safety in respect of all building works undertaken on behalf 	of the organisation.
9. Implement the organisation’s Equal Opportunities policies in all relevant parts of the work of the 	posts.
10. Be positively involved in self-development, participating in training courses and, from time to time, 	undertake new roles, duties and responsibilities in connection with self-development.
11. Act across all departments as may be necessary to facilitate the smooth running of the 	centres.
12. Any other appropriate duties required by the Enterprise Manager.
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UNITY ENTERPRISE – HANDYPERSON 
PERSON SPECIFICATION


	ATTRIBUTES
	RANK
	HOW IDENTIFIED

	EDUCATION/QUALIFICATIONS

	Evidence of undertaking work of a similar nature
	Essential
	application form + interview

	Trade qualification in a related discipline
	Desirable
	application form + certificates

	KNOWLEDGE & EXPERIENCE
	
	

	Experience of undertaking small scale repairs and maintenance activities
	Essential
	application form + interview

	Experience of a similar customer facing/front line role
	Essential
	application form + interview

	Able to use computer packages such as outlook, Excel  etc
	Desirable
	application form + interview

	Knowledge of appropriate standards
	Essential
	application form + interview




	
	
	

	SKILLS AND ABILITIES

	Ability to maintain all aspects of confidentiality and the ability to comply with all legislative requirements in relation to tenants and staff.
	Essential
	application + interview + references

	Ability to communicate in a clear and concise manner.
	Essential
	Interview

	Ability to liaise, build and promote positive working relationships with external organisations, tenants, customers etc.
	Essential
	
application form + references

	Awareness of effective admin systems.
	Desirable
	application Form + references

	DISPOSITION/ATTITUDE

	To be customer focused and committed to service improvement
	Essential
	interview

	Willingness to be trained and developed
	Essential
	interview

	
Ability to drive, and have access to a car



	
Desirable

	application form + interview



	Ability to bend, lift, carry and work at height 
	Essential
	application form + interview

	Flexible approach to work
	Essential
	interview + references

	Excellent interpersonal skills
	Essential
	interview + references

	Ability to use own initiative and to work as part of a team
	Essential
	application form + interview + references

	
Ability to work with minimal supervision


	Essential
	interview + references

	CIRCUMSTANCES

	Must be willing to uphold the values of the organisation
	Essential
	interview

	Ability to demonstrate your use of good practice and anti-discriminatory working and show how you have promoted equality in your team.
	Essential
	application form + interview + references

	To be committed to promoting the highest standards in Health & Safety performance.
	Essential
	[bookmark: _GoBack]interview
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