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BLUE MOUNTAINS AUSTRALIA



      


POSITION DESCRIPTION
Position Title: Maintenance Handyman (Part time 0.8FTE)
Location/Unit: Facilities Management
Classification (if applicable):  Maintenance Team - Level 2 / 3, Katoomba Scenic Railway Enterprise Railway Agreement 2016.
POSITION PURPOSE
This primary purpose of this role is to support the Facilities and Maintenance Team in the handling of day to day operational requirements of a facilities, grounds and/or maintenance nature to ensure all Scenic World facilities are fit for purpose, well maintained and create a clean and inviting environment for staff, guests and site visitors.  The role will also provide practical and administrative support to the Facilities Management Team.   
The person in this role will have a focus on safety, especially in the workshop, grounds and other areas where manual work is performed. They will lead by example in developing and maintaining safe work practices for their role.
RELATIONSHIPS
Position reports to:
Facilities Manager
Direct reports:
Nil 
Key relationships:
Engineering Manager, Mechanical and Electrical Foremen and teams, Events Manager, Retail Manager, Operations Manager, Duty Manager, Workshop staff, Support Services team and external contractors. 
KEY RESPONSIBILITIES
· Attend to facilities, maintenance, services and accommodation requests (e.g. buildings, grounds, vehicles, workshop and stores areas). 
· Coordinate preventative and reactive maintenance and regularly audit and monitor the progress of requests by logging maintenance jobs through the Facilities Maintenance Management Software System. 
· General maintenance duties and hands on physical work including repairs and maintenance to buildings, moving furniture and assisting with set up and pull down of assets and equipment for events and peak periods. 
· Ensure all gardens and grounds are maintained to a high standard. 

· Under direction, liaise with external trades and services staff to ensure that Scenic World is well maintained and fit for purpose (including cleaners, grounds, HVAC, logistics, security).   
· Coordinate access to facilities and grounds for repairs, maintenance and trades to ensure minimal disruption to core business.
· Order parts and materials as required in line with the Scenic World Purchasing Policy and delegation

· Coordinate the installation and/or setup of new systems and equipment.
· Assist the Facilities Manager and Support Services Team Leader on projects.
· Coordinate physical event set up and logistics as required.
· Keep the workshop and storage areas (onsite and offsite) organised and tidy, ensuring efficient and safe use of storage space.  
· Create and maintain accurate records using NetSuite and other manual or electronic systems. 
· Review and complete Job Safety Analysis for tasks being completed and coordinate workplace safety audits and risk assessments (as required) and actively encourage and support a safety culture, especially in relation to manual handling risks.  
· Assist as required on occasional mechanical installations or maintenance.

· Undertake regular maintenance audits and site inspections.
· Undertake fire warden responsibilities (as required).
· Engage in technical, cultural and business-related training and development activities.

· Actively contribute to the ongoing development of a positive work culture.

· Any other duties consistent with the classification level and level of responsibility as directed.  
GENERAL EXPECTATIONS

Scenic World needs, values and expects all team members to:

	Live the Scenic World Values
	Our values sit at the core of everything we do and are a key part of our success. 

	Be Self-Motivated
	Display a positive attitude to getting things done; be positive and focus on continual improvement.

	Communicate Constructively
	Ability to communicate and influence effectively with the team and customers.

	Display Business Acumen
	Understanding current and future business requirements and opportunities e.g. minimizing overtime, ensuring positive word of mouth, constructive suggestions etc.

	Effectively Plan and Organise
	Manage tasks and projects including planning, rosters, allocation of resources and following through.


SKILLS, ATTRIBUTES, EXPERIENCE AND QUALIFICATIONS REQUIRED

Essential 
· Demonstrated experience working in a facilities, maintenance or general service repairs role, in a hands-on capacity within a similar environment. 
· Qualifications and/or experience in a building trade, or similar background with a solid general building handyperson skillset. 
· Demonstrated communication skills and a proactive, client-focused approach to Facilities Maintenance.
· Demonstrated ability to problem solve complex tasks.
· Excellent attention to detail.
· Excellent computer literacy including Microsoft Outlook, Excel and Word.
· Excellent communication and presentation skills.
· Excellent time management skills.
· Demonstrated record of providing excellent customer service.
· Ability to work independently and as part of a team.
· Knowledge of and commitment to Work Health and Safety. 
· Class C drivers’ licence and the ability to drive a manual vehicle. 

Desirable
· First Aid Certificate.
· Class MR drivers’ licence or willingness to obtain within 6 months.
· Forklift license or willingness to obtain within 6 months.
COMMUNICATION & PRESENTATION SKILLS
Effective communication is required daily with internal and external stakeholders and this is an important part of this role. The person in this role will need to be able to adjust their communication style according to the context in which they are working. The person in this role will need to be presentable and make a positive impression on any external clients, suppliers or providers.
JUDGEMENT & PROBLEM SOLVING
The person in this role will be required to think on their feet and occasionally deal with difficult customers or stakeholders. They will have the ability to deescalate conflict in the moment and the judgement to refer difficult issues to their Manager.
BUSINESS FOCUS
The person in this role will provide a broad cross section of support services to the entire business. They will have a friendly can-do-approach to solving issues and a commitment to providing excellent customer service to internal staff and external customers or clients. 
DELEGATIONS

Nil
PHYSICAL DEMANDS
Refer to attached
GENERAL CONDITIONS

Satisfactory clearance from a pre-employment medical.

SIGNATURES
(Staff Member): I understand the requirements and expectations of this position and will fulfill the obligations required of the tasks, responsibilities and needs of the business.

	
	
	

	Staff Member’s Name
	Signature
	Date

	
	
	

	
	
	

	Supervisor’s Name
	Signature
	Date


PHYSICAL DEMANDS ANALYSIS

Position:  Maintenance Handyman (Part time)
Responsible Manager/Supervisor: Facilities Manager
Assessment is to be based on an employee’s average daily exposure to the tasks listed, with ratings as follows:

No Exposure = 0


Low Exposure 0 – 2hrs daily = 1

Medium Exposure 2 – 4hrs daily = 2


High Exposure 4 – 8hrs daily = 3

 PHYSICAL REQUIREMENTS



WORKING CONDITIONS
	Heavy Manual Tasks
	2
	Shovelling/Digging
	1
	CHEMICALS
	
	PHYSICAL
	

	Light Manual Tasks
	3
	Pushing loads > 5kgs
	2
	Dusts
	1
	Inside Work
	2

	Repetitive Lifting
	1
	Pulling loads >5kgs
	2
	Liquids
	1
	Outside Work
	2

	Trunk Twisting
	1
	Frequent bending/ stooping
	2
	Mists / Fumes
	1
	High Temperatures

> 38deg
	0

	Standing for extended periods
	3
	Sitting for extended periods
	1
	Gases/Vapours
	0
	Low Temperatures

< 3 deg
	0

	Kneeling for extended periods
	1
	Hearing above background noise
	1
	Odours
	1
	Operating Machinery
	2

	Extend arms for reaching
	1
	Walking on uneven ground
	2
	Working with Solvents
	1
	Working Near Machinery
	2

	Elevating arms above shoulder height
	1
	Walking for extended periods
	2
	
	
	Working at Heights
	1

	
	
	Colour Vision
	2
	BIOLOGICAL
	
	Noisy Work Areas
	1

	Climbing to access/ exit excavations
	1
	Depth Perception
	1
	Possible exposure to Hepatitis A, B, C
	0
	Vibration
	0

	Throwing
	0
	Balancing
	1
	Pesticide Spraying
	0
	Confined Spaces
	1

	Crawling
	0
	Fine Manipulation
	1
	Herbicide Spraying
	0
	Prolonged Driving

(periods > 2hours)
	0

	
	
	
	
	Possible exposure to Tetanus
	0
	Working Alone
	2

	
	
	
	
	
	
	Overhead Work
	1

	USE OF PERSONAL PROTECTIVE EQUIPMENT 
	
	
	
	
	
	Use of Computer for screen based activities.
	2

	Safety Boots/Shoes
	3
	
	
	BIOMECHANICAL
	
	Prolonged Sitting

 (periods > 1hour)
	1

	Dust Mask/ Respirator
	2
	
	
	Repetitiveness
	1
	Prolonged Standing (periods > 1 hour)
	2

	Protective Eyewear
	2
	
	
	Fatigue
	1
	
	

	Ear plugs/Muffs
	2
	
	
	
	
	
	

	Hard Hat
	1
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