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	Position Title:
	Facility Manager

	Executive Manager: 
	Chief Executive Officer

	Department:
	Facilities 

	Cost Centre:
	

	Employment Conditions:
	Victorian Public Sector (Health and Allied Services, Managers and Administrative Officers) Multiple Enterprise Agreement 2009 – 2011 and its successors

	Code and Classification:
	Dependent on qualifications and experience

	Reporting To:
	Chief Executive Officer

	Direct Reports:
	Maintenance Supervisor, Hotel Services Manager

	Performance Review
	Upon completion of 6 months probationary and qualifying period and annually or as requested thereafter

	Key Selection Criteria:
	Mandatory:
1. Base trade qualification plus appropriate post trade and/or professional Engineering qualifications.

2. Proven ability to effectively manage staff.

3. Good written and oral communication skills.

4. Understanding of project management principles.
5. Knowledge of trades functions and regulations for all trades 

6. Familiarity with the operation of computerised energy monitoring systems.
7. Experience in tender processes and contract management
8. Eligibility for membership of the Institute of Hospital Engineering Australia or the Institute of Engineers Australia at member grade or higher.
9. Satisfactory Police Check upon commencement 
Desirable:

10. Prior experience in a similar position within the health sector.  




	HEALTH SERVICES INFORMATION

Our Purpose
To enhance the life of everyone in our community through a focus on health and well being.
Our Vision

We will work with others and are an integral part of our community. Our belief is that we must constantly learn and adjust to meet the involving needs of our world. We support people to make the most choices for a Healthy Life.
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POSITION PURPOSE

Plan, coordinate, manage, monitor and evaluate the efficient and effective delivery of all Building, Engineering, Maintenance and Hotel Services throughout the Health Service and ensure environmental sustainability and energy/resource management practices are incorporated into all areas of responsibility.
Ensure KDHS complies with all building, fire and engineering standards and related government reporting.  Continue KDHS’s success in obtaining infrastructure funding from government.
In conjunction with external building project contract managers, oversee major building projects.
Manage all Maintenance Services functions through direction of the Maintenance Supervisor including maintenance of equipment, building services and grounds and gardens. Manage all Hotel Services functions through direction of the Hotel Services Manager including the duties of Environmental Services Assistants, Laundry, Nursing Care Attendants and Night Porters.  Take responsibility for all staff and Contractor activities associated with performance of statutory checks, maintenance and repairs.  Provide a technical resource on all Engineering and building matters.  Supervise printer and photocopy equipment management and maintenance. Manage the budget of both Maintenance and Hotel Services Departments in consultation with the Chief Finance Officer.
As a member of the Leadership team, the appointee will contribute to the overall performance of the team consistent with Kyabram & District Health Services Purpose, Vision and Values.
KEY EFFECTIVENESS AREAS

	K.E. 1
	DESCRIPTION

	Personal & Professional Development

Demonstrated experience and understanding of the need for continuation of both personal & professional development.
	· Continually develop both personally & professionally to meet the changing needs of your position, career & industry.

· Attend all mandatory training sessions provided by KDHS and be actively involved in other training & development as required.

· Actively participate in the Performance Management process as required.
· Develop knowledge of appropriate Engineering, cleaning and management practices through self-education and attendance at educational courses and seminars.
· Ensure all team members participate in personal and professional development as required, including meaningful introductions to the Health Service for new team members and on-going compulsory training.
· Review the Maintenance / Hotel Service Departments professional and trades staff knowledge/skill base and recommend appropriate training programs.

· Advise Maintenance/Hotel Services team in the safe use of equipment.

· Support and guide all staff with performance management strategies as outlined in the Human Resources Manual.

	K.E. 2
	DESCRIPTION

	Customer 

Service

Excellent communication and interpersonal skills including demonstrated experience in liaising with a wide range of internal and external clients.
	· Achieve excellence in customer service, identifying that customers include patients, clients and residents, visiting health professionals, all staff employed by the Health Service, visitors and the community we are here to serve.

· Act in a professional manner at all times and positively promote the Health Service when dealing with internal & external customers.

· Maintain confidentiality on all issues relating to the organisation, the clients & fellow colleagues.

· Treat all clients with respect & equality, whilst being responsive to their needs.

· Maintain a professional and pleasing telephone manner and be responsive to telephone inquiries.

· Dress and personal presentation to reflect the organisation and/or industry standards and regulations at all times.
· Recognise and report compliments and complaints by customers.
· Ensure that maintenance requisitions are responded to in a timely manner. 
· Ensure the best interests of patients, clients and residents when setting priorities for work.


	K.E. 3
	DESCRIPTION

	Administration & Documentation

Through the use of the KDHS processes ensure that all administration

and documentation requirements are initiated and completed in a professional and timely manner.


	· Ensure that all documentation is accurate and completed in a professional and timely manner.

· Adhere to the Health Services Privacy Policy as it is a condition of employment.  Any breach of the rules of privacy/confidentiality relating to the Health Services business, patients or medical records will result in disciplinary action and / or dismissal or a possible fine under the conditions of the Health Services Act (Vic).
· Maintain appropriate stocks of consumables and goods to ensure the operations of the Maintenance/Hotel Services departments.
· Maintain records of works in hand or completed; equipment modifications; costs of works; service undertaken; hazardous materials, etc.
· Review all invoices presented for payment.  Countersign claims before processing them to the Accounts department.

	K.E. 4
	DESCRIPTION

	Technical Skills 

& Application

Demonstrated knowledge and application of the skills required for this position. This includes knowledge and understanding of appropriate equipment, legislation, policies and procedures.

	· Ensure the provision and distribution of the following services throughout the Health Service:

· Electricity, Gas, and Water

· Domestic Hot Water, Heating Hot Water

· Medical equipment

· Medical Gases

· T.V. Reticulation, Paging

· Waste Water, Sewerage, Storm Water

· Fire Detection and Suppression Systems

· Printers and copiers.

· Assume functional responsibility for all Maintenance works undertaken on the Health Service sites through the Maintenance Supervisor.

· Assume functional responsibility for all Hotel Services functions throughout Health Service sites through the Hotel Services Manager.

· Supervision of maintenance contract agreements for Health Service equipment.

· Provide advice on matters pertaining to trades and services providers under the control of the Maintenance and Hotel Services departments including performance against budgets.

· Provide an integrated and centralised installation, repair, preventative maintenance and cleaning service to plant, equipment, services and buildings throughout the Health Service.

· Build a dynamic and progressive department that explores all avenues of latest technological developments and management techniques.

· Actively seek initiatives to reduce the cost of maintenance and repairs and cleaning services.

· Develop, instigate and supervise energy and resource consumption reduction strategies to reduce operational costs and the effect of the functions of the Health Service on the environment.  

· Develop, review and maintain appropriate policies and procedures in relation to the Maintenance and Hotel Services departments.

· Prepare an appropriate Business Plan for the Maintenance and Hotel Services teams in accordance with the Health Service Strategic Plan. 

· Seek out opportunities for funding and grants to upgrade infrastructure.

· Prepare compliance and operational reports for EMT and the Board as required.

· Call tenders and supervise activities for all Maintenance and Hotel Services contract providers.  Ensure adequate records are maintained relevant to Health Service contracts.

· Ensure compliance to appropriate regulations, legislation and Standards applicable to the operation of the Health Service.

· Manage security and response systems for the safety of the staff and property of the Health Service.

· Coordinate the management, acquisition, and maintenance processes for Health Service fleet vehicles.

	K.E 5
	DESCRIPTION

	Teamwork & Communication

Demonstrated ability to lead and develop a diverse team or participate as an active member of a team, consistent with the philosophy and policies of KDHS.
	· Be aware of, and practice according to, KDHS mission, objectives core values and strategies. 

· Demonstrate the ability to work consistently positively within a team to achieve team goals.

· Foster effective working relationships within departments and between departments and resolve any conflict in accordance with Health Service procedures and our Values.

· Ensure that all communication is professional, is channeled through the appropriate lines according to this Position Description and Health Policies and Procedures.
· Attend to the recruitment, orientation and induction of any new team members in the Maintenance/Hotel Services Departments.

· Ensure other departments are informed of engineering activities that will impact on them, so as to minimize service disruption.

	K.E. 6
	DESCRIPTION

	Quality / Safety and Risk Management

Commitment to ensuring quality services are delivered to both internal & external clients through the quality, safety and risk management system.
	· Act in accordance with all relevant external legislation & internal KDHS policies and procedures that relate to this position and the organisation.

· Participate in and contribute to quality improvement programs and other organisational activities to meet Accreditation Standards.

· Participate and contribute in occupational health and safety activities to ensure a safe work environment for clients, community, staff and visitors.

· Minimise exposure to incidents of infection / cross-infection of patients, residents, staff, visitors and the general public by adhering to the Health Services Infection Control policies and procedures.

· Cooperate with the Health Services Occupational Health, Safety and Risk policies and to participate in appropriate safety education and evaluation activities.
· Prepare and implement an annual quality plan.

· Consult with the Quality & Risk Manager and OHS representatives on proposed changes to the workplace and equipment purchases.



OTHER POSITION REQUIREMENTS 

· Statements included in this position description are intended to reflect in general the duties and responsibilities of the position.

· Management may alter this position description if and when the need arises. Any such changes will be made in consultation with the affected employee(s).

Inherent Physical Requirements

Kyabram and District Health Services has a duty of care to all staff.   The purpose of this section is to ensure that you fully understand and are able to perform the inherent requirements of the role (with reasonable adjustments if required) and that you are not placed in an environment or given tasks that would result in risks to your safety or others.

The role may require the following tasks among other things:

	1 Nursing / Patient Care Role 

· manual handling ( pushing, pulling equipment)

· general patient handling and clinical nursing duties

· sitting, standing, bending, reaching, holding

· pushing pulling trolleys and equipment 

· general clerical, administration work, computer work 

· use of personal protective equipment and handling

· handling general and infectious waste,
· work at other locations may be required 
· shift work in most roles

	2. Maintenance / Hotel Services / Food Services Staff Role  

· manual handling (pushing, pulling, lifting) 

· generic maintenance work, working at heights

· generic outdoor work 
· operating machinery

· sitting, standing, bending, reaching, holding, lifting

· computer work

· general clerical, computer and some admin work

· use of personal protective equipment and handling

· handling general and or infectious waste,
· work at other locations may be required 

· shift work  in some roles

	3 Clerical / Administration Role  

· manual handling (pushing, pulling, lifting)

· sitting, standing, bending, reaching, holding, lifting
· computer work, data entry 

· general clerical at varying levels , 

· use of personal protective equipment 

· handling general

· pushing and pulling trolleys / filing

· work at other locations may be required
· shift work in some roles
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 Supervisor
Date: 




Accepted By: 





 Incumbent 
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