[image: image1.jpg]



Job Description

	For HRU use only
	Ref: *****


	Directorate
	Environment, Housing and Leisure 

	Section/Location
	Asset Intelligence and Logistics

	Post Title
	Plant and Equipment Co-ordinator

	Permanent/Temp
	Permanent

	Grade
	Grade 7

	Responsible to
	Senior Store Keeper


	Responsible for
	N/A



	Purpose

	The post holder is required to co-ordinate the Authority’s plant and equipment arrangements to support the delivery of the Housing Repairs and Maintenance service as well as the Authority’s Construction offer. This will include all associated administration as well as repairing and maintenance of the Authority’s plant and equipment.

The post holder will be proactive in reviewing and monitoring our approach to procurement and supply of new plant and equipment. 


	Job Content

	· Support the development and implementation of a plant and equipment hiring arrangement, ensuring the needs of the operational service is met. 

· Deliver a high performing plant and equipment service that meets the needs of the service and deliver high key performance indicators  

· Carry out regular stock takes of all plant and equipment and advise the Stores and Fleet Manager of any discrepancies. 
· Develop and implement a planned replacement programme for all plant and equipment.
· Comply with all of the Authority’s Safety, Health and Environmental Management System  

· Place formal purchase orders directly to suppliers.

· Process goods receipt notices 

· Process invoices  

· Oversee all formal enquiries to ensure competitive quotations are received and in line with the specific requirements.

· Have excellent analytical, numerical and planning skill and be competent in the daily use of computers, manual inputting of purchase orders or invoices and analysing data. 

· Attend plant and equipment review meetings.
· Provide full cover of all areas of the main Stores and Waste facilities as and when required.


	Performance standards

	Ensure delivery of a timely plant and equipment service, including repairs and maintenance within pre-determined timeframes.



	Working conditions

	The post holder may be required from time to time to work outside of normal office hours.

The post holder will be required to spend the majority of their role in an office / stores environment.

The post holder will be required to lift,  manually handle and operate heavy equipment





PERSON SPECIFICATION

	
Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Ability to develop practical and creative solutions to problem solving.

· Able to work with suppliers and staff at all levels.

· Excellent written, oral, presentation and inter-personal skills.

· To be able to work unsupervised

· Ability to challenge inappropriate behaviour at all levels.

· Able to understand and comply with oral/written instructions as regards health and safety within the working environment

· IT literate

	· Ability to work across boundaries.

· Ability to learn local procedures within a waste management area

· Ability to identify locate and issue items upon request (after an appropriate training period)

· Basic computer literacy
	Interview and qualifications

	Qualifications and Training
	· NVQ Plant Maintenance Level 2 or equivalent

· Ability to obtain and then maintain forklift truck license

· 
	· NVQ Plant Maintenance Level 3 or equivalent
	Application Form

	Experience
	· Experience of maintaining plant and tool equipment in a work shop environment 

· Experience of maintaining petrol / diesel powered equipment

· Evidence of successfully operating a plant and equipment hiring service.
 

· Demonstrate effective knowledge and experience of negotiation
 

· Evidence of effective communication with a variety of stakeholders.

· Be able to plan and prioritise own work load


	· Able to demonstrate a track record of successfully developing and maintaining effective partnership working both internally and externally.

	Application form and interview

	Special Requirements
	· Ability to work in various locations i.e. office, stores, building sites, public buildings
 
· Must be able to meet physical requirements of the post


	
	Application form and interview





Job Description








The Post-holder shall


Support the Team Leader Stores and Waste in delivering a full plant and equipment service across the organisation, supporting the operational function of the stores when required.


Have a sound working knowledge of varies types of plant and equipment to carry out a range of repairs and maintenance duties, ensuring accurate records are kept of all works completed.


Develop and implement an efficient servicing and routine maintenance regime of all plant and equipment ensuring the manufacturer’s guidelines and codes of practice are adhered to. 


Be self-motivated and have a sound knowledge of British Standards and European Standards applicable to plant and equipment. 
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