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Maintenance Assistant
1. DEPARTMENT:	 		Operations 
2. REPORTING TO: 		Operations Manager
3. LOCATION: 			Grand Theatre
4. HOURS:			Minimum of 16 Hours Weekly
5. Salary:				£9.50 Per Hour
Role/Purpose
The purpose of the Maintenance Assistant is to assist in in the maintenance and upkeep of the theatre both internally and externally as well as ensuring that all relevant systems are checked maintained, updated and installed as required to the highest quality adhering to relevant health and safety procedures.



Duties and ResponsibilitiesThe duties of this role will be varied, and it is expected that the jobholder will undertake any tasks within their capabilities, however, below are some examples of general duties required.
· Maintaining the building and equipment e.g., mending broken locks/ seats etc.
· Installing appliances and equipment 
· Replacing lightbulbs
· Keeping drains, grids and guttering etc. free flowing
· Pressure-washing external areas
· Inspecting and troubleshooting equipment issues such as air conditioning etc.
· Assisting with functionality checks of safety systems such as fire alarms and emergency lighting etc.
· Reacting to requests for assistance from other departments 
· Dealing with external contractors to ensure that repairs are completed expediently 
· Keyholding, opening and locking down the building
· Inspecting and repairing damage to the building both internally and externally 
· Ensuring adherence to health and safety and quality management regulations 
· Light painting and decorating when required
· A willingness to work across all departments, as the business requires













General
· Comply with the theatre’s policies and procedures, security, fire regulations and health and safety policies and legislation including Data Protection legislation.
· It is the responsibility of the post holder to always comply with Health and Safety and Equal opportunities.
· You may be required to travel with this position.




Person Specification
Person Specification
	

	Post Title:
	Maintenance Assistant

	Department:
	Operations

	Reports to:
	Operations Manager


Note: 	E denotes essential criteria / D denotes desirable criteria

	Education and Qualifications
	E/D

	· GCSE English and Maths grade 4 (C) or above 
	E

	· Customer care training
	D



	Knowledge
	E/D

	· Security awareness
	E

	· Maintain high standards of cleanliness and maintenance in line with theatre Standard Operating Procedures
	E

	· A knowledge of the types of performances that the Grand Theatre has to offer its patrons
	D

	· A knowledge of the theatre and entertainment industries
	D

	· A knowledge of technical theatre
	D



	Skills
	E/D

	· IT literate in Microsoft Office
	E

	· Articulate, clear communicator
	E

	· Punctual and reliable
	E

	· Ability to multi-task, prioritise and meet deadlines
	E

	· Planning, organisation, administration, and co-ordination
	E

	· Ability to remain professional under pressure
	E

	· A team player
	E

	· Discretion, tact, diplomacy, and confidentiality
	E

	· All round office skills
	E

	· Ability to work safely unsupervised to a high standard 
	E

	· Good literacy and numeracy skills
	E



	Experience
	E/D

	· A demonstrated ability to work on own initiative
	E

	· Experience of working in a busy maintenance department 
	E

	· Interest in the arts and / or theatre
	D

	

	Special Requirements & Working Conditions
	E/D

	· Courteous, welcoming, polite, helpful with a ‘can do’ attitude
	E

	· Meticulous, eye for detail, accuracy
	E

	· Honesty and integrity
	E

	· Positive attitude to learning and developing
	E
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