Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
JOB DESCRIPTION: HANDYMAN
Job Title: Handyman.

Classification: Level _ _ _ _ Award _ _ _ _ _ _ _ _ _

Position: Permanent/Casual

Hours of work: Part-Time/Full-Time – 37.5 hours/week (or specify)

Purpose

To perform basic maintenance of buildings, grounds, equipment and other small jobs at the health service that may be required from time to time.

Reports To
Health board via the administrator.

Location of Position:_ _ _ _ _ _ _ Community


Training

All positions at the health service involve the training and continuing professional development of other staff. The occupant of this and any position is expected to use their skills and experience to support and train other staff members as the need arises.

Confidentiality

Employees must not give information or documents relating to their employment and to the business of health to anyone unless authorised to do so by the health service. This includes medical records, information about health service business activities or the _ _ _ _ _ _ Community.

Duty Statement

· Maintain the clinic and its environs in a safe, clean and secure condition 

· Liaise regularly with the administrator and perform daily and weekly checks as prescribed by the health board and service the generating engines to set standards, and assist in receiving the delivery of fuel. 

· Report any leakage of the water mains and where possible undertake repairs. 

· Attend to breakdowns in the power generators and take corrective action. 

· Maintain outstation/homeland clinics. 

· Schedule complete regular maintenance, servicing and repair of plant and equipment in connection with these duties. 

· Maintain and repair all air-conditioners. 

· Repair and maintain all plumbing in health board buildings and houses; this includes septics unless work specified requires a licensed plumber. 

· Maintain all health service staff residences. 

· Order equipment and parts through the administrator using purchase orders for goods and services necessary for the continued operations as approved by the board. Invoices are required to permit completion of financial reports .

· Work with the administrator to ensure spending is within budget. 

· Report to health board as required.

· Work in conjunction with health service staff .

· Provide training and employment for local people.

