Gravesham Borough Council 
	Division:
	Environment & Operations

	
	

	Department:
	DSO Building Management

	
	

	Grade:
	5/6

	
	

	Post Title:
	Multi-Skilled Operative (Carpentry & UPVC)

	
	


Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes
Job summary
To carry out general first and second fix carpentry tasks, plus general UPVC repairs and maintenance works on the council’s housing stock.

Main Tasks:

1. A full range of carpentry repairs, maintenance and installation:

· Kitchen cupboard and work tops, including basic plumbing and tiling.
· Make and fit internal and external door and frames and fit relevant furniture
· Floor/ ceiling joists and boarding

· Timber partitioning/ dry lining

· 1st and 2nd fix carpentry
· Fit bath panels and bath frames.
· Fire prevention work- e.g. doors etc

· UPVC repairs and replacement doors and windows

· All minor works associated with above

2. To carry out detailed inspection of equipment, structures or materials to identify carpentry related problems or defects.
3. Constructs, repairs, restores and installs structures such as floors, doors, walls, windows and stairways.

4. Operates and performs maintenance on hand and power saws, planers, lathes, joiners, shapers, drills, sanders and a variety of hand tools.
5. Installs locks, knobs, hinges, closures, and other fixtures to structures

6. To ensure all rubbish and waste is cleared away and disposed of correctly.

7. To execute workmanship to a high standard and ensure it is carried out in strict compliance with the Health and Safety at Work Act, and any other relevant legislation covering safety in the workplace for self and others.

8. Plan and organise the work, materials and equipment according to priorities, the size and complexity of the job, the need to minimise travel and other non-productive time, and the need to keep scheduled appointments. 

9. Carry out all necessary administrative work associated with departmental management requirements such as completing time sheets to accurately and timely record all processes from receiving jobs through to completion.
10. Liaise and work with all other trades as required.

11. Provide supervision and guidance to trade apprentices as and when required.
12. To keep supervisory staff aware of progress and problems in a timely manner.
General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.
The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation
The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

A commitment to excellent customer service and the values of the Council
	PERSON SPECIFICATION

POST:   Carpenter

POST No.      

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	ESSENTIAL

Ability to manage their own time.
Good communication skills.
Good customer service skills.

Methodical.
Ability to adequately complete written records for work carried out.
Ability to estimate time and materials needed for assigned work projects.

	DESIRABLE

 

	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)


	To have a knowledge and understanding of maintenance in unoccupied and occupied properties.
	

	QUALIFICATION
          TRAINING
(Educational/vocational qualifications and other training)
	Educated to GCSE level
City and Guild qualified in Carpentry /  joinery craft (or equivalent)
	

	EXPERIENCE
(Level and type of previous experience)


	Experience of working in building and construction (materials, methods and tools involved.).

Experience of dealing with the public.
Multi Skill Experience
	Local Authority experience


	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)


	Able to deal with difficult situations.
Trouble shooting skills.
Management of material resources (appropriate equipment/facilities /materials).
Well organised.
Good eye for detail.
Good team player.
	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)


	A full and clean driving license.
Must wear a uniform and correct PPE. 
Working at heights/ ladder work. 

Commitment to equal opportunities.
Some outside work is required in all weather conditions.
Willingness to update skills and attend training courses.
Some weekend working

Out of hours working
	


