Planned and Statutory
Maintenance Supervisor
Job Description

University of
Northampton




Job Title: Planned and Statutory Maintenance
Supervisor

Grade: 7

Responsible to: Maintenance Manager

Overall Purpose

To ensure statutory compliance of the built environment and deliver planned preventative
maintenance of all building systems through both in house and contractor teams.

To manage the maintenance team and subcontractors to ensure work orders are allocated
appropriately and planned preventative and statutory maintenance is completed in a timely fashion,
within budget and to all appropriate health and safety standards.

Core People Management Duties & Responsibilities

Manage performance and behaviour (including the PDR and the Probation period) of team on an
ongoing basis.

e Monitor leave and absence of the team on an ongoing basis. Approve annual leave requests,
manage poor attendance and support staff with ongoing ill health issues.

e Monitor and approve development opportunities to meet changing needs of the University and
personal development.

e Communicate effectively at all levels, ensuring relevant information is cascaded to the team and
allow for two-way communication including team meetings and 1-2-1's

e Foster wellbeing of team members ensuring maintenance of work life balance, adherence to
Working Time Regulations and providing opportunities for staff to raise issues e.g. through
regular 1-2-1 meetings.

e Plan resources (human and capital) to ensure adequate coverage to meet the needs of the
service whilst recognising employee wellbeing.

e Undertake all aspects of recruitment in accordance with University policy and procedure, for both
within the team and supporting other departments and faculties across the University

e Undertake investigations and undertake role of hearing manager in cases of disciplinary and
grievance for employees across the University in line with University Policy and procedures.
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Principal Duties and Responsibilities

To keep all buildings in excellent condition through a Planned Preventative Maintenance strategy
including external envelope, internal fabric, Electrical, Mechanical, Heating, Ventilation and Air
Conditioning (HVAC) equipment.

Lead the summer works programme within student accommodation to ensure all areas meet our
exceptionally high standards and are maintained to the UUK Code of Practice.

To maintain a full asset list for the University covering both central plant and equipment, plus
faculty specific equipment to support learning and teaching.

To coordinate Statutory Insurance Inspections and examinations in association with planned
maintenance work to ensure ongoing operation of critical estates systems.

Direct and monitor the Planned Maintenance Services team and subcontractors ensuring staff
can fulfill their roles to the highest standards whilst also encouraging a positive and proactive
culture that embraces service innovation and excellent health and safety standards.

Work closely with the University of Northampton Estates & Campus Services team, reporting
serious issues and inputting into the capital planning programme.

Contribute to the development of the budget, ensuring works are completed within financial
allocation.

Responsible for Statutory Compliance for the following items - fire safety, water hygiene, High
Voltage and Low Voltage electrical safety, gas safety compliance, lightning protection, lifts,
pressure systems, confined spaces but not limited to.

To assist in the development, oversee and ensure delivery of the Planned Maintenance
Programme, directing and supporting the Contracts and Compliance Officer to manage and
monitor all subcontractors.

Collaborate with the Maintenance Manager to produce detailed specifications for service
contracts, supporting procurement activity as required and develop supplier relationships
to ensure stock levels of consumables are always maintained.

Liaise and work as a team with others, managers and staff within 1°* Degree Facilities to
achieve the KPI's as set out. E.g. ensuring work orders are closed down to SLA’s timescales

Maintain a working knowledge of Planon (CAFM) and monitor workflows to ensure
optimum use of the system and ability to make recommendations to improve service
delivery and reporting.

Complete regular audits in conjunction with the Health & Safety team to ensure adherence
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to all statutory compliance standards

e Responsible for spaces that are restricted/confined due to building plant, (unless University
project works) and permit to work system.

e Manage Training Matrix for Planned Maintenance Services team ensuring that all employees have
correct skills/qualifications for their role and facilitate completion of any additional training
identified.

e Engage with the community on items such as work experience and joint ventures.

e Assist the Grounds Maintenance team with planned external works including lighting,
electrical systems, water etc.

e To keep up to date with latest standards within area of responsibility, to enable development of
continuous improvement and service innovation initiatives.

e Responsible for ensuring that all Standard/Local Operating Procedures, Risk Assessment and
Method Statements are regularly reviewed and updated.

e To act as the point of contact to support and resolve day to day issues within the Planned
Maintenance team throughout both planned and unplanned absences.

Generic Duties and Responsibilities

e The post holder will be expected to undertake other responsibilities and tasks as reasonably
requested by the Head of Hard and Infrastructure Services Manager.

e The post holder will be expected to work occasional weekends and participate in Open Days,
Welcome Weekend and other key University events that may take place outside the traditional
working week.

e The post holder will also be required to act as a point of escalation for out of hours and incident
response where necessary.

e The post holder will be responsible and accountable for ensuring all employment legislative
requirements are adhered to including equality and diversity and health and safety issues.

e The job description may be altered at any time in the future in line with the level of the post to
meet changing institutional requirements, but only in full consultation with the post holder.
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Person Specification

Please ensure that your application statement provides clear and specific examples to illustrate how
you meet each essential criterion. Applicants that fail to do so will not be shortlisted.

Criteria Essential Assessment
/ Desirable | Methods
Qualifications
1 Electrical / Mechanical qualification to minimum NVQ Level 3/ Essential Application
time served equivalent Interview
2 | IOSH / NEBOSH Qualification Essential Appl|c§t|on
Interview
Applicati
3 | Management Qualification ILM / BIFM/HNC /HND /degree Desirable PP |c§ on
Interview
P : Application
4 | L8 Management Qualification Desirable .
Interview
5 | High Voltage Management Qualification Desirable Appl|c§t|on
Interview
Skills, Knowledge and Experience
6 | Demonstrate an understanding of HR policies and procedures Desirable Appl|c§t|on
Interview
Applicati
7 | Demonstrable experience in building maintenance and PPM Essential PP |c§ on
Interview
8 | Demonstrable experience of working in a similar environment Desirable Appllcqtlon
Interview
9 Ability tq identify and undertake vital conversations Essential Appl|c§t|on
appropriately Interview
. . . Application
10 | Ability to delegate appropriately Essential Interview
Experience in managing staff and subcontractors to meet . Application
11 . . Essential .
service level agreements or specified standards Interview
12 Experlencg in dealing with critical incidents involving gas, water Essential Appl|c§t|on
and electrical Interview
13 Ability to‘assess and (')r'g‘anlse resources whilst planning and Essential Test
progressing work activities.
14 | Manage budgets Essential Appllcgtlon
Interview
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. , Application
15| Excellent IT skills, knowledge of CAFM systems Desirable PP )
Interview
: . . Application
16 | Demonstrate complex problem solving skills Essential )
Interview
17 Comprehensive understanding of health and safety legislation Essential Application
and its application in building maintenance Interview
Ability to work flexibly and provide responsive support to on . ,
18 y exibly P e resp € sUpp Essential Interview
call team
Personal Qualities
o o : Application
19| Ability to adapt to organisational change Desirable ppiica
Interview
s . . : Application
20| Ability to adapt to technological advances in the workplace Essential PP .
Interview
, I , . Application
21| Persuasion and negotiation skills Essential )
Interview
Excellent interpersonal and communication skills able to . Application
22 ) . . Essential )
develop good relationships with all stakeholders Interview
Integrity and professionalism, demonstrating a commitment to L
. : - ; o, . Application
23| ethical standards, confidentiality, and the University's values of Essential Interview

inclusivity, trust, sustainability and aspiration
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