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Job Title:		Maintenance Assistant

Department:		Estates Department

Reporting to:		Works Manager


Post Objectives

Responsible for undertaking routine maintenance and repair works as required, and providing general assistance to trades persons and contractors employed by the Inn.

This is a site-based role.

Main Duties

The following list of duties is indicative of the nature of the post.  Priorities, timescales and standards will be set in agreement with management, recognising the level of professional competence of the post-holder:
1. To carry out Planned Preventative Maintenance, reactive repairs and other routine building maintenance work at the Inn; report on findings and works undertaken.
2. To recognise and follow good work practices and industry standards.
3. To work with the Works Supervisors in planning completion of the CAFM Generated PPM programme and delivering allocated PPM maintenance tasks.
4. To use the Inn’s CAFM System via a PDA or PC as appropriate for the administration of, and reporting on, reactive and planned maintenance works.
5. To carry out all necessary minor joinery work, plumbing and other minor works. 
6. To assist other trades in their areas of work (plumbing, electrical, carpentry, painting and decorating, etc.) within the Estates Department.
7. To always comply with the Inn’s health and safety policy for the health and safety of staff, members and visitors.
8. To carry out clerical duties, answering the telephone, taking messages and stocktaking when required.
9. To present themselves for work punctually and dressed appropriately for the role.
10. To undertake training and any other duties commensurate with the post-holder’s level of skill and experience, at the discretion of the Inn.
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Person Specification
Job Title: 		Maintenance Assistant
Department: 		Estates Department
Skills/ Knowledge required: 
1. A proven track record in estate maintenance ideally with a maintenance related qualification, although not essential.
2. Able to demonstrate and have experience in basic plumbing, drain clearance, lamp changing and carpentry skills.
3. Able to work as part of a team to complete maintenance works and to develop productive relationships.
4. Able to demonstrate a professional and positive attitude to work, with a customer service focus and mind set.
5. Able to demonstrate honesty and integrity in everything you do.
6. Basic numeracy and literacy skills with a good level of spoken English.
7. Be willing and able to adapt well to changing circumstances and to be flexible to business needs.
8. Physically fit and able to work at height, and capable of undertaking general roofing maintenance including tiling, guttering, roof clearance, etc.
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Benefits


What's in it for you?
There are lots of great reasons to work at Lincoln's Inn, including:
· Generous annual leave entitlement; 30+ days including closure periods over Christmas, Easter and August (for most roles)
· An excellent free lunch
· A 35-hour working week including paid breaks (for most roles)
· Hybrid working (depending on role)
· Overtime paid for Operational roles
· Private Medical Insurance
· A non-contributory 12% Stakeholder Pension Scheme
· Interest-free Season Ticket/Bicycle loan
· Free uniform for operational roles (laundered)
· Enhanced Maternity and Paternity and Shared Parental Leave
· Great annual training and continual development support
· Bicycle stands and shower facilities
· Great annual training and continual development support
· Death in Service benefit; 6 x your annual salary
· Free Eye tests and free chiropody
· Access to a confidential Employment Assistance Programme
· Team building days
· Plenty of social events, such as staff parties, quiz nights etc.
· Employment Membership shopping discounts
The Honourable Society of Lincoln's Inn is committed to ensuring both its members and staff members are treated with dignity and respect throughout their careers. We promote values of trust, transparency, and respect for all through robust policies and procedures.
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