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JOB DESCRIPTION


JOB TITLE:  


Maintenance/Grounds Assistant
REPORTS TO: 

Buildings and Grounds Manager (SMTL)
WORKS CLOSELY WITH:
Buildings Manager and the whole Property Services Team
MAIN PURPOSE: 

To assist retail colleagues with lifting and moving heavy/awkward stock times and deliveries.  Assisting with general maintenance on the site and at other locations if required.
To ensure that the external appearance of Snape Maltings, its roadways, pathways and its lawns are smart and presentable at all times, helping with the ambition to present the grounds in their best ever state.

To improve the condition of the lawns and beds, working alongside some external contractors.

To provide maintenance assistance to all Britten Pears buildings when needed including properties in Aldeburgh.

Provide site weekend cover for Holidays.

MAIN RESPONSIBILITIES:
Retail:
· Assisting retail colleagues with furniture movements, lifting and shifting, and helping customers move items into their cars.

· Assisting Holiday Lettings Manager with maintenance issues during changeover periods. 

· Furniture deliveries in the region and occasionally around the UK

· Hanging pictures, mirrors, lights, often at height.

Maintenance

· Carry out basic maintenance, including simple carpentry, painting and decorating, plumbing and basic electrical work (changing plugs, checking fuses/trip switches etc).

· Cleaning out gullies and gutters

· Monthly farmers’ markets – put the signs out in the local vicinity and collect back

· Marketing signs – put the signs out in the local vicinity and collect back (approximately 4 times per year).

Grounds & external appearance

· Daily sweeping and tidying of House & Garden courtyard area, and external staircases.
· Ensure the area around the pond is tidy and presentable at all times

· Manage the appearance of the areas around Concert Hall, including terraces, banks and lawns

· Ensuring that the estate road remains swept and tidy at all times

· Management of posts, bollards, blackboards, A boards and signage

· Weeding, watering, spraying, strimming and grass cutting as required.

· Tree management and flower and bed tending.

· Creeper/Foliage management.

Waste Management
· Daily collection of rubbish from bins around the site, including residential properties

· Emptying of dog waste bins as and when required

· Collecting cardboard boxes for recycling

Other
· Be able to support other maintenance colleagues as required which may included working at other locations eg: The Red House at Aldeburgh.
· Escalate any serious maintenance or health and safety issues immediately to the Buildings and Grounds Manager

· Willingness to be trained in Forklift & Cherry Picker use.

· Online training courses . eg. Manual Handling, Working at Heights, Ladders, Health & Safety at work, Risk Assessments, COSHH, Legionella.

.

The job holder may also, from time to time, be asked to undertake other tasks and responsibilities which are not listed in this job description but which are commensurate with the post.

This position is full time, 40 hours per week, with a requirement to work some weekends and bank holidays.

PERSON SPECIFICATION – Grounds Maintenance Assistant
	CRITERION
	ESSENTIAL
	DESIRABLE

	Experience


	· Buildings maintenance
	· Gardening / grounds management


	Skills/Knowledge


	· Basic plumbing

· Basic Carpentry

· Painting/Decorating

· Able to change a plug, check a fuseboard for tripped switches etc
· Customer service skills 

	· Flowers, plants and trees

· Recent health and safety training eg: COSHH, Working at Heights; Legionella, 

	Ability/aptitude


	· Pride in presenting the grounds well

· A keen eye for detail

· Able to communicate well with other people – polite, helpful and pleasant manner.

· Able to work well as part of a small team – flexible and willing to help others.
· Must be able to attain forklift/cherry picker licence and complete health and safety training.


	· To develop knowledge and maintenance skills.

	Special Requirements


	· Full driving licence

· Able to work weekends to cover holidays/absences.
· Able to attend training courses/meetings as required.


	· Forklift licence



