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Maintenance Officer

Context

As a Catholic college in the Marist tradition, Sacred Heart College is “a centre of learning, of life, and of evangelising.”
Marist schools lead their students and staff “to learn to know, to be competent, to live togetherand most especially to
grow as persons” (Institute of Marist Brothers of the Schools, 1998, [126]).

The Maintenance Officerisrequired to maintain the facilities of Sacred Heart College to the highest standard. The
Maintenance Officerworks in close collaboration with the Maintenance Manager, and Maintenance Team, to ensure
the buildings, areas, vehicles, equipment, and facilities of Champagnat Campus are maintained to the highest quality,
ensuring health and safety provisions and met.

Qualifications and Experience

e Experienceinthe maintenance of buildings and facilities;

e Experienceingeneralhandyman skills;

e Experience working as a collaborative and contributing member of ateam;

e Experience working autonomously, and in consideration of time pressures and limits;

o Demonstrated flexible attitude to work practices and a commitment to safety;

e Experience coordinating activities ensuring minimalinconvenience to staff and students;
e Driverslicence and ability to drive a manual vehicle;

e Experiencewithgeneralhandtools.

e Trade qualificationuseful, although not required;
e Experience workingin a school orcollege maintenance environment;
o Demonstrated flexible attitude to work practices and a commitment to safety;

e Experience coordinating activities ensuring minimalinconvenience to staff and students.

e Understanding and support of the Catholic and Marist tradition, culture and ethos;
e Friendly, positive and supportive of others;

e Abletoperformdutiesinan efficient, courteous manner;

e Acommitment to maintaining confidentiality of information;

e Awillingnessto support progress/change;

o Attentionto detail;

e Showinitiative and take responsibility foroutcomes.

Courageous Hearts.




Key Areas of Work

The Maintenance Officerwill:

Assist with the ongoing maintenance of buildings, services, and vehicles, ensuring that the facilities of
Champagnat Campus are operational, safe, and presentable;

Undertaking maintenance tasks as allocated through CompliSpace database;

Carry out mandatory, preventative andreactive inspections and repairs on all plant and equipment;

Assist other college departments with manual handling and transport solutions. Thisincludes set up and pack up
forschoolevents;

Moving of boxes, furniture, equipment and stationery, as directed;

Undertake minor building projects, within the capacity of the Maintenance Officer, and utilise the skills and
expertise supported by their trade qualification;

Coordinate and assist contractors and service providers to the college;

Participate in the emergency control/response requirement of the college as directed,;

Collaborate, contribute, and work cohesively within the Maintenance Team to ensure that the maintenance of
Champagnat Campusis undertakenin a timely mannerand to high standard;

Usinginitiative, identify and undertake minor projects across Champagnat Campus, asrequired andin
collaboration with the Director of Business.

Understand and ensure compliance of contractors, providing supervision as required;

Respondto otherduties as they arise, or as they are determinedin discussion with the Director of Business or
Maintenance Manager;

Maintenance and pressure cleaning of college infrastructure, car parks, roadways, hard surfaces, including path
sweeping and vacuuming on a weekly basis;

Maintenance and cleaning of vehicles and machinery;

Assist with grounds team as required;

Assist withrecycling and rubbish removal;

Testing and tagging of electrical equipment as required;

Performany otherdutiesinline with your current classification, as required from time to time at the discretion of

the Principal.

Other certifications

The employee must acquire and maintain:

Current Working With Children Clearance (Police Clearance) to work in Catholic Education SA;
Current police clearance - with no financial convictions or disqualifications;
Approved Mandatory Notification training (Responding to Risks of Harm, Abuse and neglect - Educationand
Care certificate);
First Aid Certificate, qualification (as applicable);
Currentdriverslicence;
Currency of practice and relevant certifications orregistration required for the safe and effective execution of
therole, suchas:
o ElevatedWork Platform Training
o Working at Heights Training

o ManualHandling Training




o TestandTag Training
e Awareness of and compliance with clearance and screening requirements foremployees, volunteers and

contractors.

Workplace health and safety

Workers have aresponsibility to:
e takereasonable care fortheirown health and safety;
e takereasonable caretonot adversely affect another personat work through acts oromissions;
o followreasonableinstructions givento ensure health and safety; and
e cooperatewithreasonable policies and procedures made available to staff, which are designed to protect

people at work.

In practical terms this means to:
e useappropriate equipment and safe work procedures designed to ensure health and safety;
e participateintraining programmes asrequested;
e reportunsafe/unhealthy conditions (hazards)in theirwork environment;
e reportincidents or nearmisses which have or could have caused injury; and
e become familiarwith and follow the policies, procedures andinformation about WHS available to staff on

CompliSpace.

Employees of Sacred Heart College are expected to:
e complywiththe Code of Conduct for Staff Employedin Catholic Education SA;
e complywithlegislation, policies, procedures and protocols regarding the non-acceptance of any unfair
workplace treatment - discrimination, harassment and/or bullying; and

e reportanyconcernsand/orask questions or seek assistance regarding anything you are unsure about.

Performance review

Allemployees arerequired to proactively participate in the College’s Performance Development Program including
periodic review

Conditions of employment

Employer: SacredHeart College

Award: South Australian Catholic Schools Enterprise Agreement 2020
Category: Education Support Officer

Classification: Grade 3

Prime location: Champagnat Campus, Mitchell Park, but with flexibility to work at

any College site as required.
Reporting/working relationship
Immediately responsible to: Maintenance Manager(Champagnat Campus)

Line management from: Director of Business
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